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Command:

Gentral Division
Division:

Central Division
Number:

401
Evaluated by:

Serqeant Scott Goddard
Date:

0611112009
Assisted by:

OSS Cvnthia Gonzales
Date:

06t1112009

=:::::::::::::::::::::==:::::=::=::::::::::=::::=::::::=:::::::::::::::--:::::::==
INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,

applicable legal statues, or defìciencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such

Oiscrepancies and/or defìciencies shall be documented'on an Exceptions Document and addressed to the nexl level of command'

Furthermore, the memorandum shall include any follow-up and/or corrective action(s) taken, lf this form is used as a Follow-up lnspection,

TYPE OF INSPECIION

X Division Level n Command Level

I off¡ce of lnspections n Voluntary Self-lnspection

Lead lnspector's Signature:

Follow-up Required
IYes Xruo n Follow-Up lnspection

Date:

06t11t2009

For applicable polìcies, refer to State Administrative
Manual (SAM), HPM 1 1.1, Chapter 4, and HPM 11,2,
Chaoter 2.

1. ls management actively involved in reviewing and
approving papenvork related to receiving and
nreoarino collections?

X Yes !No n n¡n Remarks:

2. Does the command have Standard Operating
Procedures (SOP) to provide necessary guidelines
for overall management and accountability of
receivinq and preparino collections?

X Yes !No fl N/A Remarks:

3. Does the command have adequate separation of
duties for collections received? X Yes l--l tlo l-l vn Remarks:

4. Does the command have adequate separation of
duties for the cash receipt process? lX Yes l-l t¡o l-l N/A Remarks:

5. ls access to the safe andior vault appropriately
restricted? X Yes l--l ¡to N N/A Remarks:

6. Does a record exists which identifies who has access
to the safe and/or vault and when changes in access
occur?

X Yes nNo E N/A Remarks:

7. Was the lock combination changed when an excess
number of employees were aware of the
combination, transferred out of the Area, or no longer
reouires access?

X Yes n ¡lo I ruln Remarks:

8 ls the safe securely anchored to the building?
l-l Yes l-l t¡o X N/A Remarks: None in Facility

9 Are weekly transmittal reports prepared in

accordance with departmental policv? X Yes nruo [-l ru¡n Remarks:

10. ls the weekly transmittal report(s) submitted to Fiscal
Management Section (FMS)within five working days
followino the week covered bv the reoort?

X Yes DNo n ru¡n Remarks:
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STATE OF CALIFORNIA
NF;ÞARTMENT OF CALIFORNIA HIGI-IWAY PAÏROL

JPECTION PROGRAM
Chapter 4
Fiscal Controls

11. Does the command submit the following forms
with the weekly transmittalwhen applicable?
(1) CHP 265, Sale of Discarded Tires/Junk

Batteries/Used Rotors.
(2) CHP 36, Evidence/Property Receipt/Report

(Unclaimed Property).
(3) STD 634, Absence and AdditionalTime Worked

Report, for jury duty.
(4) CHP 221, Malicious Damage Report.
(5) CHP 464,Traflic ControlCost Estimate -

Advance Deposit.
(6) Civil subooena.

fi Yes n ¡¡o nvn Remarks:

12. ls a memorandum for cash shodages prepared if
necessarv? X Yes l-l ruo l-l N/A Remarks:

13 Does the command ensure the information written on
the counter receipt is complete and leqible? lX Yes [ruo ¡ N/A Remarks:

14. Was a counter receipt issued for each witness fee
deposit received? X Yes l-l ruo E ru¡n Remarks:

15. Was a counter receipt issued for each movie,
wide-load, and special event detail(s)? lX Yes l-l lto l-l ti¡lR Remarks:

16. Was each counter receipt issued for each sale,
including the sale of discarded tires, junk batteries,
used rotors, and other cash received?

flYes nNo Xvn Remarks:

17 ls sales tax added to items that are not for resale?
l-l Yes fl tlo Xl N/A Remarks:

18 Are all counter receipts pre-numbered and issued in
numerical sequence? X Yes E Itlo l-l Nln Remarks:

19. Were transfers of counter receipt books/certificates
between field commands reported on a CHP 2664,
Credit Memo - Non- Eouipment?

X Yes trNo T N/A Remarks:

20. Is the STD 439, Disbursement Voucher, properly
authorized and completed to support expenditure? X Yes l-l tto N N/A Remarks:

21. Are the CHP 264, Petty Cash Replenishment
Requests, completed at least monthly if over $10.00,
quarterly if under $'10.00, and on June 30 of each
fiscal vear?

X Yes nruo f ru¡n Remarks:

22. ls the CHP 264 properly authorized?
X Yes fl t,lo l-l ruln Remarks:

23. Does the total amount of cash, receipts on hand, and
receipts in transit equal the total of petty cash and
chanqe funds?

X ves nruo fl N/A Remarks:

24. ts there documentation to support periodic reviews of
petty cash and change funds performed by the
commander or desionated oerson?

X Yes nNo T N/A Remarks:

25. Are overages and shortages of the petty cash
funds reported to Fiscal Manaqement Section? X Yes [-l trlo l-l rurn Remarks:
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STATE OF CALIFORNIA
NtrPARTMENT OF CALIFORNIA HIGHWAY PATROL

SPECTION PROGRAM
Chapter 4
Fiscal Controls

26. Were change funds used to cash checks, money
orders or cashier/travelers checks? |_l Yes l-l tlo X ru¡n Remarks:

27. Are change funds over $100 and petty cash funds
over $200 kept in a safe, vault, or money chest
adequate to safequard cash?

X Yes nNo nvn Remarks:

28. Are all petty cash purchases under $50?
X yes l-l ruo I-l Mn Remarks:

29. ls petty cash used to purchase prohibited items?
f-l Yes X I'lo TI N/A Remarks:

30. Did the command circumvent the dollar limitation by
splittinq the purchase? l-l Yes X trlo l-l ruln Remarks:

31 ls a petty cash custodian designated by the
commander? X Yes [-l I'lo l-l ¡rtn Remarks:

3HP 68oG (Rev 0908) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGFIWAY PATROL

COMMAND INSPECTION PROGRAM
FXCEPTIONS DOCUMENT

Command:

Central Division
Division:

Central
Chapter:

Four
lnspected by:

Serqeant S. Goddard, #15220
Date:

06t1112009

.,ge2of2
=::::::::::::::::::::::::::::::::::::::: ::::::::::::::::=::::::::::

Reouired Action

Corrective Action PlaniTimeline

N/A

Employee would like to discuss this report with
the reviewer.

HPM 9.1, Chapter 8 for appeal procedures.

/ /'4 /)
. L?t¿''

./r'lt"*
L__l Reviewer discussed this report with

employee
ETConcur n oo not concur

CHP 680A (Rev 02-09) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGFÍWAY PATROL

INSPECTION PROGRAM
Chapter 4
FiscalControls

1of 3

Command:

Bakersfield
Division: Central Number: 420

Evaluated by:

L. Logan, Sst.
Date:

12t8t2008
Assisted by:

T. Roberts, Lt.
uate:
12t8t2008

|{ìÍ!j ii'1 ii;;.<Íì;. l=í:r :y

f. i,i; i ,' [ íÍr...'J,

f, Þt,:,: i::iu r t

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fìll in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the ins on via the "Remarks" êection.' Additionally, sucñ
discrepancies and/or defìciencies shall be documented and addressed to the next level of command.
Furthermore, the memorandum shall include any follow ) taken. lf this form is used as a Follow-up lnspection,

s need to be re-inspected.

n Division Level X Command Level

n Office of lnspections n Voluntary Self-lnspection
{i"

Follow-up
Yes

Required:
XNo ! Follow-Up lnspection

Date:

/z- ftdl
For applicable policies, refer to State Administrative
Manual (SAM), HPM 11.1, Chapter4,and HpM 11.2,
Chaoter 2.

ts management actively involved in reviewing and
approving paperwork related to receiving and
preparinq collections?

X Yes nruo n ru¡n Remarks:

2. Does the command have Standard Operating
Procedures (SOP) to provide necessary guidelines
for overall management and accountability of
receiving and preparinq collections?

X Yes !ruo n ru¡n Remarks:

3. Does the command have adequate separation of
duties for collections received? X Yes [-l tto l-l tlR Remarks:

4. Does the command have adequate separation of
duties for the cash receiot orocess? X Yes l-l tlo l-l t'llR Remarks:

5. ls access to the safe and/or vault appropriately
restricted? Yes ! tto X N/A Remarks: No safe

6, Does a record exists which identifies who has access
to the safe and/or vault and when changes in access
occur?

! Yes I t'lo X N/A Remarks: No safe

7. Was the lock combination changed when an excess
number of employees were aware of the
combination, trânsferred out of the Area, or no longer
requíres access?

n Yes !ruo X N/A Remarks: No safe

8. ls the safe securely anchored to the building?
l Yes l-l t¡o X N/A Remarks: No safe

9. Are weekly transmittal reports prepared in
accordance with departmental oolicv? X Yes l-l tlo f.lrun Remarks:

10. ls the weekly transmittal report(s) submitted to Fiscal
Management Section (FMS)within five working days
following the week covered bv the reoort?

X Yes n ¡to n ruln Remarks:
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STAÏE OF CAIIFORNIA
DEPARTMENT OF CALIFORNIA HIGIjWAY PATROL

INSPECTION PROGRAM
Chapter 4
Fiscal Controls

11. Does the command submit the following forms
with the weekly transmittat when appticãble?
(1) CHP 265, Sale of Discarded Tires/Junk

Batteries/Used Rotors.
(2) CHP 36, Evidence/Property ReceipUReport

(Unclaimed Property).
(3) STD 634, Absence and Additional Time Worked

Report, for jury duty.
(4) CHP 221, Malicious Damage Report.
(5) CHP 464,Tralfic Control Cost Estimate -

Advance Deposit.
(6) Civil subpoena.

X Yes nNo n ¡rn Remarks:

12. ls a memorandum for cash shortages prepared if
necessary? X Yes l-l ruo l-l ruln Remarks:

13. Does the command ensure the information written on
the counter receipt is complete and leqible? X Yes l tto f-l ¡.uR Remarks:

14. Was a counter receipt issued for each witness fee
deposit received? X Yes l-l tlo i-l ¡in Remarks:

15. Was a counter receipt issued for each movie,
wide-load, and special event detail(s)? X Yes l-l tlo l-l trl¡n Remerks:

16. Was each counter receipt issued for each sale,
including the sale of discarded tires, junk batteries,
used rotors, and other cash received?

n Yes I tto X N/A Remarks: None sold recently

17. ls sales tax added to items that are not for resale?
l-l Yes l-l tlo X N/A Remarks:

18. Are all counter receipts pre-numbered and issued in
numerical seouence? X Yes [] tto l-l ru¡n Remarks:

19. Were transfers of counter receipt books/certificates
between field commands reported on a CHp 266A,
Credit Memo - Non- Eouioment?

n yes nruo X N/A Remarks: None transferred recently

20. ls the STD 439, Disbursement Voucher, properly
authorized and completed to support expenditure X Yes [_l t'lo l--ì run Remarks:

21. Are the CHP 264, Petty Cash Reptenishment
Requests, completed at least monthly if over $10.00,
quarterly if under$10.00, and on June 30 of each
fiscal vear?

X Yes ! t'to n ¡l¡n Remarks:

22. ls the CHP 264 properly authorized?
X Yes f-l t¡o |.-lrun Remarks:

23. Does the total amount of cash, receipts on hand, and
receipts in transit equql the total of petty cash and
chanqe funds?

X Yes nruo n N/A Remarks:

24. ls there documentation to support periodic reviews of
petty cash and change funds performed by the
commander or desiqnated oerson?

X Yes [ ¡,to n ru¡n Remarks:

25. Are overages and shortages of the petty cash
funds reported to Fiscal Manaqement Section? X Yes [l tlo N/A Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-WAY PATROL

INSPECTION PROGRAM
Chapter 4
FiscalControls

26. Were change funds used to cash checks, money
orders or cashier/travelers checks? [-l Yes XNo [-l vn Remarks:

27 . Are change funds over $1 00 and petty cash funds
over $200 kept in a safe, vault, or money chest
adequate to safequard cash?

X Yes I t¡o fj ru¡n Remarks: Money drawer in locked
cab¡net

28. Are all petty cash purchases under gS0?

X Yes [lruo l-l ru¡n Remarks:

29. ls petty cash used to purchase prohibited items?
l-l Yes XNo L-l ve Remarks:

30. Did the command circumvent the dollar limitation by
splitting the purchase? fl Yes XNo |_lrun Remarks:

31. ls a petty cash custodian designated by the
commander? X Yes l-l t''¡o l-l ru¡R Remarks:

CHP 680G (Rev 0948) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-JWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
Page 1 of 2

Command:

Grapevine l. F.
Division:

Central
unapter:

4
lnspected by:

S. A. Netzer
Datel
06/1 5/2009

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter lnspection number. Under "Forward to:" enter the next f evel of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide

51 Memorandum may be used if additional space is required.

TYPE OF INSPECTION

! Division Level X Command Level

! Executive Office Level

Total hours expended on the
inspectíon:

2 Hours

Corrective Action Plan lncluded

Attachments lncluded

T

!

Follow-up Required:

fl Yes X ¡¡o

Forward to: Central
Division

Due Date: 1213112008

'::.: .: i
:¡' . ':'-

ì,:t.r-r,il

lnspector's Comments Regarding lnnovative Practices:

None

Command S tions for Statewide I nt

None

ln ctor's Findinqs:

No correction action

Commander's Response: Xl Concur or fJ Do Not Concul (Do Not concur shalt document basis for response

lnspector's Comments; Shall address non concurrence by commander (e.g., findings revised, findings unchanged,
etc.

N/A

CHP 680A(Rev 02-09) OPI 01O



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
Page 2 of 2

Command:

Grapevine l. F.
Division:

Central
Chapter:

4
lnspected by:

S. A. Netzer
Date:
06/1 5/2009

lJ Employee would like to discuss this report with
the reviewer.
(See.f PM 9.1, Chapter I for appeal orocedure-s I ïZ¿-/o

INSPECTOR'S S DATE'

o¿/rÁqI I Kevtewer otscussed tnrs report with
employee

! Concur ! Oo not concur

VIEWER'S SIGNATU

CHP 6804 (Rev. o2-o9) OPI 01o
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFOR NIA HIGHWAY PATROL

INSPECTION PROGRAM
Chapter 4
FiscalControls

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or flll in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, sucÍ-r
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore,thememorandumshall includeanyfollow-upand/orcorrectiveaction(s) taken. lfthisformisusedasaFollow-uplnspection,
the "Follow-up lnspection" box shall be marked and only delcient items need to be re-inspecled.

Command:

Grapevine L F,
Division:
Central

Number:

Evaluated by:
Lt S. A. Netzer

Date:

1110212008
Assisted by:

N/A
Date;

ryPE OF INSPECTÍON

! Division Level I Command Level

! Office of lnspections ! Voluntary Self-lnspection

Follow-up Required:

! yes X t'to ! follow-Up lnspection
lman0ers ù'lgnalure:z

For applicable policies, refer to State Administrative
Manual (SAM), HPM 11.1, Ghapter 4, andHPM 11.2,
Chapter 2,

1. ls management actively involved in reviewing and
approving paperwork related to receiving and
preparing collections?

X Yes Xruo f]vn Remarks:

2. Does the command have Standard Operating
Procedures (SOP) to provide necessary guidelines
for overall management and accountability of
receivinq and Dreoarino collections?

X Yes n ¡lo E ru¡n Remârks:

3. Does the command have adequate separation of
duties for collections receÍved? X Yes I-l tto N N/A Remarks:

4. Does the command have adequate separation of
duties for the cash receiot orocess? X Yes [-l tlo l-l rulR Rem arks:

5. ls access to the safe and/or vault appropriately
restricted? X Yes fl l.lo [l ru¡n Remarks:

6. Does a record exists which identifies who has access
to the safe and/or vault and when changes in access
occur?

X Yes nuo n ru¡n Remarks:

7. Was the lock combination changed when an excess
number of employees were aware of the
combination, transferred out of the Area, or no longer
requires access?

X Yes fl No nrun Remarks:

8. ls the safe securely anchored to the building?
n Yes ! t',¡o X ¡Un Rem arks

9. Are weekly transmittal reports prepared in
accordance with departmental policv? X Yes l-l tlo nrun Remarks:

10. ls the weekly transmittal report(s) submitted to Fiscal
Management Section (FMS) within five working days
followinq the week covered bv the reoort?

[JYes INo Irun Remarks:

CHP 600G (Rev 09-08) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGIjWAY PATROL

INSPECTION PROGRAM
Chapter 4
FiscalControls

I 1. Does the command submit the following forms
with the weekly transmittal when applicable?
(1) CHP 265, Sale of Discarded Tires/Junk

Batteries/Used Rotors.
(2) CHP 36, Evidence/Property ReceipUReport

(Unclaímed Property).
(3) SïD 634, Absence and Additionat Time Worked

Report, for jury duty
(4) CHP 221, Malicious Damage Report.
(5) CHP 464,Traffic Control Cost Estimate -

Advance Deposit.
(6) Civil subpoena.

I Yes nNo I N/A Remarks:

12. ls a memorandum for cash shortages prepared if
necessary? X Yes l-l tlo [-l Nn Remarks:

13. Does the command ensure the information written on
the counter receipt is complete and leoible? X Yes |-.ì tlo l-l ll¡n Remarks:

14. Was a counter receipt issued for each witness fee
deposit received? X Yes l-l tlo l-l N/A Remarks:

15. Was a counter receipt issued for each rnovie,
wide-load, and special event detail(s)? X Yes [-l tlo l-l N/A Remarks:

16. Was each counter receipt issued for each sale,
including the sale of discarded tires, junk batteries,
used rotors, and othercash received?

I Yes I t'lo x N/A Remarks:

17. ls sales tax added to items that are not for resale?
l-l Yes [-.ì ¡.lo Xt.lln Remarks:

18. Are allcounter receipts pre-numbered and issued in
numerical sequence? X Yes [l tlo ¡run Remarks:

19. Were transfers of counter receipt books/certificates
between field commands reported on a CHp 266A,
Credit Memo - Non- Eouipment?

X Yes nruo ! ¡¡n Remarks:

20. ls the STD 439, Disbursement Voucher, properly
authorized and completed to support exoenditure? X Yes I-l t¡o l-l N/A Remarks:

21. Are the CHP 264, Pe|ty Cash Replenishment
Requests, completed at least monthly if over $.10.00,
quarterly if under $10.00, and on June 30 of each
fiscal year?

I Yes nruo ! ruln Remarks:

22. ls the CHP 264 properly authorized?
X Yes f] t'to lva Remarks:

23. Does the total amount of cash, receipts on hand, and
receipts in transit equal the total of petty cash and
change funds?

X Yes E tlo ! ru¡n Remarks:

24 ls there documentation to support periodic reviews of
petty cash and change funds performed by the
commander or desiqnated person?

X Yes n ¡¡o trrun Remarks:

25. Are overages and shortages of the petty cash
funds reported to Fiscal Manaqement Seciion? X Yes l-l t¡o I-l run Remarks:

CHP 680G (Rev 09{8) OPI 010
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STATE OF CALIFORNIA
DEPARTMEM OF CALIFORNIA HIGI{WAY PATROL

INSPECTION PROGRAM
Chapter 4
FiscalControls

26. Were change funds used to cash checks, money
orders or cashier/travelers checks? [l Yes X tlo l-l l.l¡R Remarks:

27 Are change funds over $100 and petty cash funds
over $200 kept in a safe, vault, or money chest
adequate to safequard cash?

X Yes ! t'lo n n¡n Remarks:

28. Are all petty cash purchases under 950?
X Yes I-l tlo N N/A Remarks:

29. ls petty cash used to purchase prohibited items?
l-l Yes X tlo |_l ru¡n Remarks:

30. Did the command circumventthe dollar limitation by
splitting the purchase? l-'lYes X t'to [-l ru¡R Remarks:

3'1, ls a petty cash custodian designated by the
commander? X Yes [.l tlo l-l run Remarks:

CHP 680G (Rev 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM
Chapter 4
FiscalControls

Page 1of 3

uommand:

Sonora
utvrston:
Central Division

Number:

oo3
Evaluated by:

Jeanie Keaster
Date:

12t19t2008
Assisted by: Date:

ñ'ilñ';;;;;ffi;;;ñ;;;il;.''*;;u*""-oì"-,**;;;;;;'-r-*"*;;ñ;';;--
applicable legal statues, or defìciencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the memorandum shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up lnspection,
the "Follow-up lnspection" box shall be marked and only deficient items need to be re-inspected.

n Division Level X Command Levet

n Off¡ce of lnspections flVoluntary Self-lnspection

Lead lnspector's Signaturet

-r7( /ot nr"
Follow-up Required:
I yes X ¡¡o n follow-Up lnspection

Date:

I e la.ã lÕF¡
For applicable policies, refer to State Administrative
Manual (SAM), HPM '1 1.'1, Chapter 4, and HPM 1 1.2,
Chapter 2.

1. ls management actively involved in reviewing and
approving papenvork related to receiving and
Þreparinq collections?

I Yes ! trto Trun Remarks:

2. Does the command have Standard Operating
Procedures (SOP) to provide necessary guidelines
for overall management and accountability of
receiving and preparinq collections?

X Yes trruo n Nln Remarks:

3. Does the command have adequate separation of
duties for collections received? X Yes l-l No l ¡rn Remarks:

4. Does the command have adequate separation of
duties for the cash receipt process? X Yes |-l trto [lrun Remarks:

5. ls access to the safe and/or vault appropriately
restricted? X Yes l-l lrto nrun Remarks:

6. Does a record exists which identifies who has access
to the safe and/or vault and when changes in access
occur?

X Yes nruo n Nln Remarks:

7. Was the lock combination changed when an excess
number of employees were aware of the
combination, transferred out of the Area, or no longer
requires access?

n Yes nNo X ru¡n Remarks:

B. ls the safe securely anchored to the building?
X Yes I ti¡o f-l trln Remarks:

L Are weekly transmittal reports prepared in
accordance with departmental policv? X Yes [-] ruo l-l ru¡n Remarks:

'10. ls the weekly transmittal report(s) submitted to Fiscal
Management Section (FMS) within five working days
followinq the week covered bv the reoort?

X ves nruo n ru¡n Remarks:

CHP 680G (R6v- 09-08) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM
Chapter 4
Fiscal Controls

1 1. Does the command submit the following forms
with the weekly transmittalwhen applicable?
(1) CHP 265, Sale of Discarded Tires/Junk

Batteries/Used Rotors.
(2) CHP 36, EvidenceiProperty ReceipVReport

(Unclaimed Property).
(3) STD 634, Absence and Additional Time Worked

Report, for jury dut
(4) CHP 221, Malicious Damage Report.
(5) CHP 464, Traffic Control Cost Estimate -

Advance Deposit,
(6) Civilsubpoena.

X ves lruo Xvn Remarks:

12. ls a memorandum for cash shortages prepared if
necessary? X Yes I-l tto [l ruIN Remarks:

13. Does the command ensure the information written on
the counter receipt is complete and leqible? X Yes I-l t¡o l--l tiltn Remarks:

14. Was a counter receipt issued for each witness fee
deposit received? X Yes l-l lilo N N/A Remarks:

15. Was a counter receipt issued for each movie,
wide-load, and special event detail(s)? X Yes E tlo l-l tun Remarks:

16, Was each counter receipt issued for each sale,
including the sale of discarded tires, junk batteries,
used rotors, and other cash received?

I Yes I tto I uln Remarks:

17. ls sales tax added to items that are not for resale?
X Yes lI tlo I ru¡n Remarks:

18. Are allcounter receipts pre-numbered and issued in
numerical seouence? X Yes l-'l I'lo l_.] ru¡N Remarks:

19. Were transfers of counter receipt books/certificates
between field commands reported on a CHP 2664,
Credit Memo - Non- Equioment?

n Yes X tto Xvn Remarks:

20. ls the STD 439, Disbursement Voucher, properly
authorized and completed to support expenditure? X Yes l-l t'lo E ruln Remarks:

21. Are the CHP 264, Petly Cash Replenishment
Requests, completed at least monthly if over $10.00,
quarterly if under $'10.00, and on June 30 of each
fiscal vear?

X Yes ! tto fl N/A Remarks:

22. ls the CHP 264 properly authorized?
X Yes [--l trlo [-l ruln Remarks:

23. Does the total amount of cash, receipts on hand, and
receipts in transit equal the total of petty cash and
chanqe funds?

X Yes nruo n ruln Remarks:

24. ls there documentation to support periodic reviews of
petty cash and change funds performed by the
commander or desiqnated person?

X Yes nruo n ru¡n Remarks:

25. Are overages and shortages of the petty cash
funds reported to Fiscal Manaqement Section? X Yes [-l trlo I nln Remarks:

CHP 680G (Rêv 09-04) OPI 010
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Chapter4
FiscalControls

26. Were change funds used to cash checks, money
orders or cashier/travelers checks? I Yes Xruo l-l trlln Remarks:

27. Are change funds over $100 and petty cash funds
over $200 kept in a safe, vault, or money chest
adequate to safeouard cash?

X Yes E tlo [run Remarks:

28. Are all petty cash purchases under $50?
X Yes ll tlo l-l Mn Remarks:

29. ls petty cash used to purchase prohibited items?
l Yes X tto n ruln Remarks:

30. Did the command circumvent the dollar limitation by
splittinq the purchase? [-l Yes X ttto llvn Remarks:

31. ls a petty cash custodian designated by the
commander? X Yes l-l t'to l-l trllR Remarks:

CHP 6E0G (Rev 09-08) OPI 010



SIAIE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

GOMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

additional space is

:=::::::::::::::-=::=::::=:-=-=::::::::-::::::::-:=::::::::::::::::::::::
INSTRUCTIONS: This documenl shall be typed. Check appropriate boxes as necessary, or fill in lhe blanks as indicated. Enter the chapter

nrrúr.. of the inspection in the Chapter lnipection num¡er, Under "Forward to:" enter the next level of command where the document

,nult ¡. routed to and its due date. This document shall be utilized to clocument innovative practices, suggestions for statewide

¡rnp-"m"nr identified deficiencies, corrective action plans, and may be used to appeal findings, A cHP 51 Metnorandum may be used if

lnspected by: MARIA PAGANO, OFFICER Date: 11-19-08

TYPE OF INSPECTION

! Division Level X Command Level

! Executive Office Level

Forward to:
CENTRAL DIVISION

Due Date: 12-03-08

's Comments ad lnnovative Practices:

X Corrective Action Plan lncluded

I Appeal lncluded

! nttachments lncluded

Commander's Signature:
Follow-up Required:

I Yes X t'¡o

Llgrya@_Sugg.tti"ns f.t St r.9y9!9ü

_::__l
c¿p zaq- pETTy cASH REpLEt!lsl-lN/ENT REQUESTS- Are being completed every other month,

instead of monthly as required.



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

GOMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 2

I commã¡ãer¡ Response:

.f/1€ oS-s!-7 [^/ t Lt /4.e&.u ery Ff?7 / CnJA R1/(€,-t'Jt¿/4e/'1 A4 ()P 7rt ¿J '

l¡ns'ectffi . -l

Command:

BUTTONWILLOW
ø26\

Division:

CENTRAL
Chapter:
4

lnspected by:

MARIA PAGANO, OFFICER
Date:
1 'l-19-08

Corrective Action Plan/Timeline
Of¡ce Supervisor appraised of problem and will stañ submitting CHP 264's on a monthly basis when

over $10.00.



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

GOMMAND INSPECTION PROGRAM

EXCEPTIONS DOCUMENT

Page 3
lnspected by:

MARIA PAGANO. OFFICER

Commander's Basis for

-l

Lead lnspector's Signatttre:

//-/v-a B
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INSPECTION PROGRAM
Chapter 4
Fiscal Controls

Page 1of 3

Command:
BUTTONWILLOW
(426\

Division:
CENTRAL

Number:

Evaluated by:

MARIA PAGANO, OFFICER
Date:

1 1-1 9-08

Assisted by:

LORIE BERGER

Date:

1 1-1 9-08

llYù I nuv I lvr ! v. , rr ru'r

applicable legal statues,ãr ä'¡.Ën.i"' not"ú ¡n the inspections :! ll-' ":T:1t:f:1"liji:":T:TiH::$i:1,",111':f5l1n"'"n¡dpPltvqe t ç rv9ur vrulvvv,

ãiráiãpã""¡". anoror detùiencies shatt be documenteJ ãn un E ceptions .Dol1e¡,1 ?îq.i9ot:,Ì:îi,1"-i9^ î:"T,]"""""1"J^t",:iil*olSul el.riil luluÐ dr ru,vr usr

Furthermore, the memorandum shall include rny øiio*-ro andlor io rective action(s) taken. lf this form is used as a Follow-up lnspection,

the "Follow-uP ion" box shall be markecl ánd only deficient items need to be re-inspected.

.ryPE OF INSPECTION

tr Division Level X Command Level

n Office of lnspections ! Voluntary Self-lnspection -tl*ø¡t.,
Lead lnspeclor's Signature:

Commander's Signature:

///¿,-^, þ

Dale:

il')ó 0(
Follow-up Required:

IYes Eruo X Follow-Up lnspectíon

f or appticable policies, refer to State Administrative

Manuâl (SAM), HPM 1'1,1, Chapter 4, and HPM 11'2'
f'hanlar ?

t. ts nranagement actively involved in reviewing and

approving paperwork related to receiving and
nrcnarino collections?

X Yes ! t'lo fJ N/A Remarks:

2. Does the command have Standard Operating
Procedures (SOP) to provide necessary guidelines

for overall management and accountability of
rpncivino and oreoarino collections?

X Yes ENo trvn Remarks:

g. Ooes tfre command have'adequate separation of

duties for collections received? X Yes [-l No f-l nrn Remarks:

4. Does the command have adequate separation of

duties for the cash receipt process? X Yes l-l tlo l-l Nln Remarks:

t ls access to the safe and/or vault appropriately
restricted? X Yes l-l l.¡o l-l n¡n Remarks:

6. Does a record exists which identifies who has access

to the safe and/or vault and when changes in access

occur?
I Yes INo ! N¡n Remarks:

Z Was the lock combination changed when an excess

number of employees were aware of the

combinatlon, transferred out of the Area, or no longer

requires access?

X Yes nNo trvn Remarl<s:

A b the safe secur:ely anchored to the building?
X Yes l-l tlo [l ruIN

Rernarks:

L Are weekly transmittal reports prepared tn

accordance with departmerrtal policy? lX Yes ¡-] trlo |-l ruIn Remarks:

10 b the weekly transmittal report(s) submitted to Fiscal

Management Section (FMS)within five worl<ing days

following the week coveJed by the report?
X Yes I t'lo T ru¡N

Rernarl<s:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM
Chapter 4
Fiscal Controls

11. Does the command submit the following forms
with the weekly transmittal when applicable?
(1) CHP 265, Sale of Discarded Tires/Junk

Batteries/Used Rotors.
(2) CHP 36, Evidence/Property Receipt/Report

(Unclaimed Property),
(3) STD 634, Absence and AdditionalTime.Worked

Report, for jury duty.
(4) CHP 221,Malicious Damage Report.
(5) CHP 464,Traffic ControlCost Estimate -

Advance Deposit.
16l Civil subpoena.

X Yes nruo n Nln Remarks:

12, ls a memorandum for cash shortages prepared if

necessary? X Yes fruo l-l Ma Remarks:

13. Does the command ensure the information written on
the counter receiol is comolete and leoible? ñ Yes l-l trlo l-.l vn Remarks:

14. Was a counter receipt issued for each witness fee

deposit received? X Yes [l l.¡o l-'l ru¡n Remarksr

15. Was a counter receipt issued for each movie,

wide-load, and special event detail(s)? X Yes tr tlo f-l N/A Remarks:

16. Was each counter receipt issued for each sale,

including the sale of discarded tires, junk batteries,

used rotors, and other cash received?
X Yes nruo tr n¿n Remarks:

17. ls sales tax added to items that are notfor resale?
X Yes !ruo I-l ¡¡ln Remarks:

'18. Are all counter receipts pre-numbered and issued in
numerical sequence? X Yes l-l trlo fl vn Remarks:

19. Were transfers of counter receipt books/certificates
between field commands reported on a CHP 2664,
Credit Memo - Non- EquiPment?

X Yes ! t'¡o n NiA Remarl<s:

20. ls the STD 439, Disbursement Voucher, properly

authorized and completed to support expenditure? X Yes l-l tlo [-l lrl¡a Remarks:

21. Are the CHP 264, Petty Cash Replenishment
Requests, completed at least monthly if over $10.00,
quarterly if under $10.00, and on June 30 of each

fiscal vear?

! Yes XNo fl N/A Remarks: REQUESTS HAVE BEEN
COMPLETED EVERY OTHER
MONTH.

22. ls lhe CHP 264 properly authorized?
lX Yes l-l l.lo f-l N¡n Remarks:

23. Does the total amount of cash, receipts on hand, and

receipts In transil equal the iotal of petty cash and

chanoe funds?
X Yes ! tlo f]vn Remarks:

24. ls there documentation to support periodic reviews of
petty cash and change funds performed by the

commander or designated Person?

X Yes !No fl N/A Remarks:

25, Are overages and shortages of the petty cash

funds reported to Fiscal Management Section? X Yes l-l ¡lo l-l Nln Remarks:
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26. Were change funds used to cash checks, money
orders or cashier/travelers checks? Xl Yes [-l ¡lo [l ¡iln Remarks:

27. Are change funds over $100 and petty cash funds
over $200 kept in a safe, vault, or money chest
adequate to safeguard cash?

X Yes nNo E ¡lin Rernarks:

28. Are all petty cash purchases under $50?
X Yes |-l ¡lo l-l Nln Remarks:

29. ls pettycash used to purchase prohibitcd items?
l-l Yes X l,¡o l-l lvn Remarks;

30. Did the command circumventthe dollar limitation by
splittinq the purchase? [l Yes Xl ruo n ru¡n Remarks:

31. ls a petty cash custodian designated by the
commander? X Yes l-l trlo f-l run Remarks:



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

INSPECTION PROGRAM
Chapter 4
FiscalControls

Page 1of 3

Command:

Fort Teion
Division; Central Number:

Evaluated by:

D. Brooks 11t10/08
Assisted by: uale:

INSïRUCTIONS: Answer individualitems with "Yes" or "No" answers, orfillin the blanks as indicated, Any discrepancies with policy,
applicablelegal slatues,ordeficienciesnotedintheinspectionsshall becommentedonviathe"Remarks"section. Additionally,such
discrepancies and/or defìciencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the memorandum shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up lnspection,
the "Follow-up lnspection" box shall be marked and only defìcient items need to be re-inspected.

TYPE OF INSPECTION

[l Division Level X Command Level 
\

f] Ottice of lnspections n Voluntary SelËlnspection

Follow-up
Yes

Required;
E tlo X Follow-Up lnspection

Commander's Sig¡atu re:

f,¿ec^-
Date:

ll- *t-6¿
For applicable policies, refer to State Administrative
Manual (SAM), HPM 11 .1 , Chapter 4, and HPM 11.2,
Chapter 2.

1. ls management actively involved in reviewing and
approving paperwork related to receiving and
preparinq collections?

X Yes n ¡lo D ru¡n Remarks:

2. Does the command have Standard Operating
Procedures (SOP) to provide necessary guidelines
for overall managernent and accountability of
receivinq and preparinq collections?

X Yes tr trlo ! ru¡n Remarks:

3. Does the command have adequate separation of
duties for collections received? X Yes l-l tlo l-l l,¡¡R Remarks:

4. Does the command have adequate separation of
duties for the cash receipt orocess? X Yes l-l l.lo l-l ru¡R Remarks:

5. ls access to the safe and/or vault appropriately
restricted? X Yes !No E ru¡n Remarks: Locked inside evidence

r00m.

6, Does a record exists which identifies who has access
to the safe and/o¡ vault and when changes in access
occur?

X Yes tr t'¡o n ¡l¡n Remarks: Only commander and
evidence offìcer have combination.

7. Was the lock combination changed when an excess
number of employees were aware of the
combination, transferred out of the Area, or no longer
requires access?

I Yes nNo X ru¡a Remarks: Only commander and
evidence officer have combination
since safe was new.

L ls the safe securely anchored to the building?
ñ Yes No [l tt¡R Remarks:

9. Are weekly transmittal reports prepared in
accordance with deoartmental oolicv? X Yes l-l trlo l-l vR Remarks:

'10. ls the weekly transmittal report(s) submitted to Fiscal
Management Section (FMS) within five working days
followinq the week covered þv the report?

X ves nNo Dvn Remarks:

cHP 680G (Rev 09-08) OPt 010
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1 1. Does the comrnand subrnit the following forms
with the weekly transmittal when applicable?
(1) CHP 265, Sale of Discarded Tires/Junk

Batteries/Used Rotors.
(2) CHP 36, Evidence/Property Receipt/Report

(Unclaimed Property).
(3) STD 634, Absence and Additional Time Worked

Report, for jury duty,
(4) CHP 221, Malicious Damage Report.
(5) CHP 464, Traffic Control Cost Estimate -

Advance Deposit.
(6) Civilsubooena.

X Yes [] ¡to tr ¡r¡e Remarks:

Item #1 , Department has contract to
remove tires for a fee. Batteries are
returned to vendor as a core deposit.
Used rotors are discarded at Area.

12. ls a rnernorandum for cash shortages prepared if
necessary? X Yes [-l ruo l-l n¡n Remarks:

13, Does the comrnand ensure the information written on
the counter receiot is comolete and leoible? X Yes l-l t¡o l-l ¡vn Remarks:

14. Was a counter receipt issued for each witness fee
deposit received? ! ves X ¡lo n ¡i¡n Remarks: A¡ea has made one receipt

for each case, not each officer.
15. Was a counter receipt issued for each movie,

wide-load. and soecial event detaills)? X Yes l-l t'to l ¡vn Remarks:

16. Was each counter receipt issued for each sale,
including the sale of discarded tires, junk batteries,
used rotors, and other cash received?

n Yes ENo Xrun Rernarks: Area receives no payment
for tires, batteries of rotors.

17. ls sales tax added to items thatare not for resale?
l-l Yes I-l ¡lo Xl¡va Rernarks: No items sold at Area,

18. Are all counter receipts pre-numbered and issued in
numerical sequence? X Yes fl ¡lo l-l vn Rernarks:

19. Were transfers of counter receipt books/certificates
between field commands reported on a CHP 266A,
Credit Memo - Non- Eouipment?

I ves n ¡lo I rule Rernarks: No record of this occurring
in Area.

20. ls the STD 439, Disbursement Voucher, properly
authorized and completed to support expenditure? X Yes trno nNn Rernarks: No record of this occurring

in Area.

21. Are the CHP 264, Petly Cash Replenishment
Requests, completed at least monthly if over $10.00,
quarterly if under $10,00, and on June 30 of each
fiscalvear?

X Yes fl ¡lo INn Remarks:

22. ls the CHP 264 properly authorized?
X Yes f-l ¡lo r]vn Rernarks:

23. Does the total arnount of cash, receipts on hand, and
receipts in transit equal the total of petty cash and
chanqe funds?

X Yes []ruo X ruln Remarks:

24. ls there documentation to support periodic reviews of
petty cash and change funds performed by the
commander or desiqnated person?

I Yes trruo INn Remarks: Quarterly audits are
conducted and documented.

25. Are overages and shortages of the petty cash
funds reported to Fiscal Management Section? ff ves !ruo KNn Remarks: There are no records of

shorlages or overages on fìle.

CHP 680G (Rev og-08) OPI 01 0
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26. Were change funds used to cash checks, rnoney
orders or cashier/travelers checks? l-l Yes X trlo ll N/A Remarks:

27. Are change funds over $100 and petty cash funds
over $200 kept in a safe, vault, or rnoney chest
adequate to safeguard cash?

fl Yes Xruo tr Nln Remarks: Amounts are maintained
within limits and are secured al the
front counter in a locked drawer.

28. Are all petty cash purchases under $50?
X Yes E tlo El vn Remarks:

29, ls petty cash used to purchase prohibited items?
l-l Yes Xruo I NIR Remarks:

30. D¡d the cornmand circumvent the dollar limitation by
splittinq the purchase? l-l Yes X ¡lo [-l Nln Remarks:

31, ls a petty cash custodian designated by the
commander? X ves I ¡¡o ! Nla Remarksl OSS is in charge of petty

cash.

CHP 680G (Rev.09.08)OPl 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNI,q HIGFIWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

uomman0:

Foñ Teion
Division: Central Chapter:4

lnspected by:

D, Brooks
uate:

11t10t08

INSTRUCTIONS: This docurnenl shall be lyped. Check appropriate boxes as necessary, or fìll in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter lnspection number. Under ''Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative praclices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal fìndings, A CHP 51 Memorandum may be used if
additional is reoui

TYPE OF INSPECTION

I Division Level I Command Level

D Executive Otfice Level

T
!
n

Corrective Action Plan lncluded

Appeal lncluded

Attachnrents lncluded

Follow-up Required:

!ves Xruo

Fonvard to:

Due Date:
l'(

Date:

ll-)t-¿ç

lnspector's Comments Regarding lnnovative Practices:

N/A

Cornmand S tions for Statewide lmorovement:

N/A

ln or's Findinos:

No Significant findings or problerns were discovered.

CHP 6804 (Rev. 0948) oPl 01 0



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROG RAM
EXCEPTIONS DOCUMENT
Page 2

Command:

Fort Teion
D¡v¡sion: Central Chapter:4

lnspected by:

D. Brooks
Date:

11t10t08

Commander's Resþonse:

N/A

lnspector's Comments:

N/A

CHP 6804 (Rêv, 09-08) OPI 010
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DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 3

Command:

Fort Teion
Division: Central Chapter:4

lnspected by:

D. Brooks
Date:

11110t08

I Review/Dec¡s¡on; Vhis shaltbe the only level of

N/A

'/-//* ¿,

cHP 680A(Rev 09-08) oPl 010



SÏATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM
Chapter 4
Fiscal Controls

Page 1 of 3

Command:

Hanford Area
Division:

Central
Number:

Evaluated by:

Douq Puder, lD 10045
Date:

10123t2008
Assisted by:

Cvnthia Gonzales, lD 405589
Dale:

10123t2008

ñil;';-;il;;;"0'-"-,.in"'.;;';il;.'-";;;;;;;';;-.*.-ñ;'..*;;;;il;;;-
applicable legal statues, ordefìciencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such
discrepancíes and/or defìciencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the memorandum shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up lnspection,
the "Follow-up lnspection" box shall be marked and only defìcient items need to be re-inspected.

! Division Level É Co.r"nd Level

! Off¡ce of lnspections D Voluntary Self-lnspection(

Lead lnspector's Signature:

,--. fl
'Ltþ.*, V*,9^-^- / Li1:-

t\
Follow-up Required: I _
I yes R ruo I L-J Follow-up lnspection

Comma nder's S io natrfreì

ö;*"1ì',9'-,Lvì
Date:

1012312008

For applicable policies, refer to State Administrative
Manual (SAM), HPM 11.1, Chapter 4, andHPlVl l1.2,
Chapter 2.

1. ls management actively involved in reviewing and
approving paperwork related to receiving and
preparinq collections?

ffi Yes I ¡lo ! rurn Remarks:

2. Does the command have Standard Operating
Procedures (SOP) to provide necessary guidelines
for overall management and accountability of
receiving and preparinq collections?

E ves Eruo E N¡n

Remarks: Chapter B, Section 8.1 E,
and Chapter 13

3. Does the command have adequate separation of
duties for collections received? lM Yes [-l ¡lo fl n¡n

Remarks: OA counts money nightly
and OSS I sends weekly transmittal

4. Does the command have adequate separation of
duiies for the cash receipt process? lRl Yes l-l tlo N N/A

Remarks: OA counts money nightly
and OSS I sends weekly transmittal

5. ls access to the safe and/or vault appropriately
restricted? ! Yes l-l t ¡o lXf Nln

Remarks: Area does not have a safe
or vault

6. Does a record exists which identifies who has access
to the safe andlor vault and when changes in access
occur?

E Yes ! trlo ñ ¡l¡n Remarks:

7. Was the lock combination changed when an excess
number of employees were aware of the
combination, transferred out of the Area, or no longer
requires access?

I Yes trruo ffi rutn Remarks:

8 ls the safe securely anchored to the building?
l-l Yes Eruo lffi ¡vn Remarks:

9 Are weekly transmittal repofis prepared in
accordance with departmental policv? K Yes l-l ruo l-l n¡n Remarks:

10. ls the weekly transmittal report(s) submitted to Fiscal
Management Section (FMS)within five working days
followinq the week covered bv the report?

ffi Yes !ruo n ¡¡rn Remarks:

CHP 680G (Rev 09-08) OP¡ 0'10
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1 1. Does the command submit the following forms
with the weekly transmittal when applicable?
(1) CHP 265, Sate of Discarded TiresiJunk

Batteries/Used Rotors. /
(2) CHP 36, Evidence/property ReceipUReport

(Unclaimed properly). v'
(3) STD 634, Absence and AdditionatTime Worked

Report, for jury duty ,"
(4) CHP 221,Maliciu:s Damage Aeport./
(5) CHP 464,Traffic ControlCost Estimate -

Advance Deposit. P /A
(6) Civil subpoena. u"

EIYes ! trlo n N/A Remarks:

12 ls a memorandum for cash shortages prepared if
necessary? ]---l Yes l-l ¡¡o trf n¡n

Remarks: Area has not experienced a

cash shortage,

Does the command ensure the information written on
the counter receipt is complete and leoible?

13

ñlYes l-l t¡o fl ru¡n Remarks:

14. Was a counter receipt issued for each witness fee
deposit received? iFl ves f--l ¡to l-l vn Remarks.

15. Was a counter receipt issued for each movie,
wide-load, and special event detaills)? l Yes I l-l I'to ffivn Remarks.

16. Was each counter receipt íssued for each sale,
including the sale of discarded tires, junk bätteries,
used rotors, and other cash received?

K ves nruo tr N/A Remarks:

17. ls sales tax added to items that are not for resale?
lXlYes l-l wo fl ¡ye

Remarks: For the purchase of School
Bus Manuals.

18. Are allcounter receipts pre-numbered and issued in
numerical sequence? ç FIYes l-l ruo E r'l¡n Remarks:

19 Were transfers of counter receipt books/certificates
between field commands reporled on a CHp 266A,
Credit Memo - Non- Equipment?

ffi ves ! ¡to I N/A Remarks:

20 Is the STD 439, Disbursement Voucher, properly
authorized and completed to support expenditure? l--l Yes f-l tto Fl ¡vn

Remarks: Original receipts, with
complete vendor inforrnation, is sent

21. Are the CHP 264, Petty Cash Replenishment
Requests, completed at least monthly if over $10.00,
quarterly if under $'10.00, and on June 30 of each
fiscal year?

f ves ELruo ¡ N/A

Remarks: Petty cash is usually only
replenished twice each year due to
extremely low volume of petty cash
purchases

22. ls the CHP 264 properly authorized?
F Yes Eruo I n¡n Remarks:

23. Does the total amount of cash, receipts on hand, and
receipts in transit equal the total of petty cash and
change funds?

ff ves E t'lo n N/A Remarks:

24. ls there documentation to support periodic reviews of
petty cash and change funds performed by the
comrnander or desiqnated oerson?

ffives Eruo tr N/A
Remarks: Periodic audits are
peformed and documented on
memorandums (on file locally).

25. Are overages and shortages of the petty cash
funds reported to Fiscal Manaqement Section? f]Yes tr tlo Rl rurn

Remarks: Area has not experienced
an overage or a shortage.

CHP 680G (Rev 09OB) OPI 010
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zo Were change funds used to cash checks, money
orders or cashier/travelers checks? l-l Yes Mruo l-l vn Remarks:

27. Are change funds over $1 00 and petty cash funds
over 9200 kept in a safe, vault, or money chest
adequate to safequard cash?

flYes INo Evn
Remarks: Our balances are
maintained at significantfy lower
levels.

28. Are all petty cash purchases under $S0?
XIYes l-l wo l-l nlR Remarks:

29. ls petty cash used to purchase prohibited items?

! Yes E tlo ! rutn

Remarks: The fund custodian has
demonstrated a sound knowledge of
policv includinq prohibited items.

30. Did the command circumvent the dollar limitation by
splittino the purchase? I Yes lX No [] ruIn Remarks:

31. ls a petty cash custodian designated by the
commander? E[ve. n ¡lo !vn

Remarks: A copy of the
memorandum designating fund
custodian is on fìle focallv-

CHP 680G (Rev 09-08) OPI 0'1O



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command:

Hanford Area
Divis ion:

Central Division
Chapter;
4 - Fiscal Controls

lnspected by:

Doug Puder, lD 10045
Date:

1012312008
::::::::==:::::::==:=:::::::::::=:::=::::::::::::::::==::::::::::::::::::::::::::
INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, orfill in the blanks as indicated. Enterthe chapter
numberoftheinspectionintheChapterlnspectionnumber. Under"Forwardto:"enterthenextlevel ofcommandwherethedocument
shall be routed to and its due dale. This document shall be utilized to document innovative practices, suggestions for statewide

TYPE OF INSPECTION

! Division Level ffi Cormand Level

! Executive Office Level

E Corrective Action Plan lncluded

fl Appeal lncluded

! Attachments lncluded

Follow-up Required:

!Yes E*o

Fonvard to:
le¡úTP.ñuÐA/rSøl

Due Date:

Commander's Fqature: Date:

1012312008_u
Chapter lnspectio¡:

Inspector's Comments Regardinq lnnovative practices:

None identified.

l CorrrnO srg

The forms provided for this evaluation, as well as the instructions for completing these forms, are not
adequate to ensure a uniform review of this subject has been conducted. As currently written, the
instructions for completing this form allow for responses which are far too subjective to provide a
meaningful evaluation of all commands.

The instructions for each item to be reviewed should be sufficiently expanded so as to make them very
specific, comprehensive and easy for the lnspector to understand. The instructions should list exactly
which documents or processes need to be examined, they should list specifically what the lnspector
should be looking for, and they should provide sol¡d examples of what is appropr¡ate and what isn't
appropriate. The instructions should be written in suflicient detail so as to make the inspection forms
"stand alone" documents. References to other publications (i.e., SAM manual, Government Code,
Department policy, etc., ) may be provided to answer obscure questions that may arise. However, an
lnspector should definitely not be required to reference these types of sources on a routine basis in
order to complete the inspection forms.

lnspector's Findinqs:

Procedures are in compliance with Depadment policy.

CHP 6804 (Rev 09-08) OPI 010



Command:

Hanford Area
Division:

Central Division
Chapter:
4 - Fiscal Controls

lnspected by:

Douo Puder, lD 10045
Date:

1012312008

STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

GOMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 2

Required AcfÍo,n ,

Corrective Action Plan/Timeline

N/A

CHP 6804 (Rev 09-08) OPI 010



STATE OF CALIFORNIA
DEPARÏMENT OF CALIFORNIA HIGI-ÍWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
Page 3

Command:

Hanford Area
Chapter:
4 - Fiscal Controls

lnspected by:

Douq Puder, lD 10045
Date:

1012312008

Date:

10t23t2008

Respbnding Comma\e/s Signature (for app{al: Date:

CHP 6804 (Rev 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

INSPECTION PROGRAM
Chapter 4
FiscalControls

Page 1of 3

Command:

Madera
Division:
Central

Number:
450

Evaluated by:

Lieutenant D, Paris
Date:

12t2212008
Assisted by: Date:

:=:::::::==::::::=::::=:::::=::::::::=:::::::::::::=:::: -------::::::::::
INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated, Any discrepancies with policy,

applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section, Additionally, such

discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the memorandum shall include any follow-up andlor corrective action(s) taken. lf this form is used as a Follow.up lnspection,

the "Follow-up lnspection" box shall be marked and only deflcient items need to be re-inspected. .

ryPE OF INSPECTION

n Division Level

tr Otf¡ce of lnspections

Follow-up Required:
!Yes Xruo

For applicable policies, refer to State Administrative
Manual (SAM), HPM 1 1.1, Chapter 4, and HPM 11.2,

ter 2.
1, ls management actively involved in reviewing and

approving paperwork related to receiving and
collections?

2. Does the command have Standard Operating
Procedures (SOP) to provide necessary guidelines
for overall management and accountability of
receivinq and collections?

3. Does the command have adequate separation of
duties for collections received?

4. Does the command have adequate separation of
duties for the cash receipt process?

5, ls access to the safe and/or vault appropríately
restricted?

6, Does a record exists which identifies who has access
to the safe and/or vault and when changes in access
occur?

7. Was the lock combination changed when an excess
number of employees were aware of the
combination, transferred out of the Area, or no longer

uires access?
B. ls the safe securely anchored to the building?

9. Are weekly transmittal reports prepared in

accordance with departmental
10. ls the weekly transmittal report(s) submitted to Fiscal

Management Section (FMS)within five working days
followinq the week covered by the

X Command Level

! Voluntary Self-lnspection

Lead lnspector's Signature;

Commander's Sig nature: Date;

'i¿'\ ur- I oc9
! follow-Up lnspection

Remarks: Command refers to Policy
outlined in HPM 11,1

3HP 680G {Rev 09-08) OPI 010



Page 2of3

STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PAÍROL

INSPECTION PROGRAM
Chapter 4
Fiscal Controls

12

13

14

11 Does the command submit the following forms
with the weekly transmittalwhen applicable?
(1) CHP 265, Sale of Discarded Tires/Junk

Batteries/Used Rotors.
(2) CHP 36, Evidence/Property ReceipUReport

(Unclaimed Property)
(3) STD 634, Absence and Additional Time Worked

Report, for jury dutY.
(4) CHP 221,Malicious Damage Report.
(5) CHP 464,Trafiic Control Cost Estimate -

Advance Deposit,
16) Civil subpoena.

Requests, completed at least monthly if over $10.00,
quarterly if under $10.00, and on June 30 of each

Does the command ensure the information written
the counter receipt is complete and

Wai a counter receipt issued for each witness fee
sit received?

15. Was a counter receipt issued for each movie,
wide-load, and ial event

16. Was each counter receipt issued for each sale,
including the sale of discarded tires, junk batteries,
used rotors, and other cash received?

17, ls sales tax added to items that are not for resale?

18. Are all counter receipts pre-numbered and issued in

numerical seouence?
19. Were transfers of counter receipt books/certificates

between field commands reported on a CHP 2664,
Credit Memo - Non- Equi

20. ls the STD 439, Disbursement Voucher, properly

authorized and to diture?
21. Arethe CHP 264,Petty Cash Replenishment

fiscal
22

¿3

ls the CHP 264 properly authorized?

Does the total amount of cash, receipts on hand, and
receipts in transit equal the total of petty cash and

e funds?
24, ls there documentation to support periodic reviews of

petty cash and change funds performed by the
commander or desiqnated ?

25. Are overages and shortages of the petty cash
funds

! ru¡nX Yes !No

CHP 680G (Rev 09-08) OPI 010
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Page 3 of 3

STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-WAY PATROL

INSPECTION PROGRAM
Chapter4
Fiscal Controls

26. Were change funds used to cash checks, money
orders or cashier/travelers checks? l-l Yes XNo l--ì N/A Remarks:

27, Are change funds over $100 and petty cash funds
over $200 kept in a safe, vault, or money chest
adeouate to safeouard cash?

E Yes !No X ruln Remaiks:

28. Are all petty cash purchases under $50?
X Yes [] Irlo l-l nln Remarks:

29, ls petty cash used to purchase prohibited items?
|_l Yes X l.lo N N/A Remarks:

30. Did the command circumvent the dollar limitation by
snlittino the nrlrchase? l-l Yes X trlo l-l lln Remarks:

31. ls a petty cash custodian designated by the
commander? X Yes l-l tto l-l N/A Remarks:

CHP 6B0G (Rev 09'08) OPI 010



STATË OF CALIFORNIA
DEPARTMÉNT OF CALIFORNIA HIGIiWAY PATROL

INSPECTION PROGRAM
Chapter 4
Fiscal Controls

Page 1of 3

Command:

Marioosa
D¡vis¡on:

Central
Number:

455-08-001
Evaluated by:

Seroeant Lance Berns
Date:

12t15t08
Assisted þy:

OSS-1 Carrie Smith
Date:

12t15108

TNSTRUCTIONS: Answer individual items wilh "Yes" or "No" answers, or fìll in the blanks as indicated, Any discrepancies with policy,

ãpplica¡le legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section' Additionatly, such

Jiscrepancieõ and/or defìciencies shall be documented on an Exceptions Document and addressed to the next level of cornmand.

Furthermore, the memorandum shall include any follow-up and/or corrective action(s) taken, lf this form is used as a Follow-up lnspection,

the "Follow-up I box shall be marked and only deficient items need to be re-inspected

TYPE OF INSPÊCTION

n Division Level XlComrnand Level

n Ofrice of lnspections n Voluntary Self-lnspection

Lead

Follow-up Required:
XruoYes tr Follow-Up lnspection

t'*l

t
nande/s*ï';\(¿* uate:

/z-.21. o8
For applicable policies, refer to State Administrative
Manual (SAM), HPM 11,'1, Chapter 4, and HPM 11.2,
Chapter 2.

1 ls management actively involved in revíewing and
approving paperwork related to receiving and
oreoarinq collections?

X Yes n ¡lo n ru¡n Remarks:

2. Does the command have Standard Operating
Procedures (SOP) to provide necessary guidelines
for overall management and accountability of
receivínq and preparinq collections?

X ves ! tto I N/A Remarks:

3. Does the command have adequate separation
duties for collections received?

of
X Yes ñ tlo l-l N/A Remarks:

4. Does the command have adequate separation of
duties for the cash receipl process? X Yes [lNo l_l rrlln Remarks:

5. ls access to the safe andlor vault appropriately
restricted? ! Yes nruo E N/A Remarks: The Mariposa Area does

not currently have a safe and/or vault,

6. Does a record exists which identifíes who has access
to the safe andior vault and when changes in access
occur?

D Yes n ¡¡o X N/A Remarks:

7. Was the lock cornbination changed when an excess
number of employees were aware of the
combinatìon, transferred out of the Area, or no longer
requires access?

n Yes ! t¡o x N/A Remarks:

8. ls the safe securely anchored to the building?
l Yes l-l t'lo X ruIN Remarks:

9. Are weekly transmittal reports prepared in
accordance with departmental policy? lX Yes [-l tto l--l tyR Remarks:

10. ls the weekly transmittal report(s) submitted to Fìscal
Management Section (FMS) within five working days
followinq the week covered by the report?

X Yes nNo X ¡lln Remarks:

,^t l,
U

CHP 0E0G (ßov. 09.08) OPI 0f0
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Page 2 of 3

STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

INSPECTION PROGRAM
Chapter4
Fiscal Controls

11. Does the command submit the following forms
with the weekly transmittalwhen appficable?
(1) CHP 265, Sale of Discarded Tires/Junk

Batteries/Used Rotors.
(2) CHP 36, Evidence/Property ReceipUReport

(Unclaimed Property).
(3) STD ô34, Absence and Additional Time Worked

Report, for jury duty,
(4) CHP 221,Malicious Damage Report.
(5) CHP 464, Traffic Control Cost Estimate -

Advance Deposít.
16) Civil subooena.

X Yes ü tlo fl N/A Remarks:

12. ls a memorandum for cash shortages prepared if
necessary? X Yes l-l tto N N/A Remarks:

13 Does the command ensure the information written on

the counter receiot is complete and tegible? ñ Yes ll r.¡o ñ t'¡¡R Remarks:

14. Was a counter receipt issued for each witness fee

deposit received? X Yes ñ tlo N N/A Remarks:

I e Was a counter receipt issued for each rnovie,
wide-load, and speclal event detail(s)?- X Yes l-l ¡.to N N/A Remarks:

16. Was each counter receipt issued fot each sale,
including the sale of discarded tires, junk batteries,
used rotors. and other cash received?

X Yes n ¡¡o fl N/A Remarks:

T7 ts sales tax added to items that are not for resale?
lX Yes l-l No l-l uln Remarks:

18. Are all counter receipts pre-numbered and issued in

numerical sequence? lX Yes l-l tto l-l t'¡ln Remarks:

19. Were transfers of counter receipt books/certificates
between field commands reported on a CHP 2664,
Credii Memo - Non- EquiPment?

E Yes nNo x N/A Remarks: There are no transfers
between field commands on record.
tf a transfer is need, it wìll be reported
on a CHP 2664 as requhed.

20. ls the STD 439, Disbursement Voucher, properly

authorized and completed to support expenditure? X Yes ll t¡o l-l N/A Remarks:

21. Are the CHP 264, Petty Cash Replenishment
Requests, completed at least monthly if over $10.00,
quarterly if under $10.00, and on June 30 of each
fiscal vear?

X Yes üNo n n¡n Remarks:

22. Is lhe CHP 264 properly authorized?
D( Yes l-l ¡lo i-.l rulR Remarks:

23. Does the total arnount of cash, receipts on hand, and
receipts in transÍt equal the total of petty cash and
change funds?

X Yes ENo ! ru¡n Remarks: Petty cash at $200.00.
Change fund at $31,20, with receipts
verifvino lhe additions.

24. ls there documentation to supporl periodic reviews of
petty cash and change funds pelormed by the
commander or designated Person?

X Yes ENo fl n¡n Remarks: An Area level audit is
conducted quarterly and/or when the

need arises, and is documented
aoorooriatelv.

25. Are overages and shortages of the petty cash
funds reported to Fiscal Management Section? X Yes lll l.lo f-'l vn Remarks:

CllP 6BoG (Rov 09-08) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-{WAY PATROL

ÍNSPECTION PROGRAM
Chapter 4
Fiscal Controls

26. Were change funds used to cash checks, money
orders or cashieltravelers checks? E Yes XNo ll u¡n Remarks:

27. Are change funds over $100 and petty cash funds
over $200 kept in a safe, vault, or money chest
adequate to safeguard cash?

X ves nNo n ¡¡n Remarks: The change fund is
secured in a locked drawer. The
petty cash fund in secured in a locked
money chest, and secured in a
separate locked drawer írom the
change fund. Access is limited to
persons designated bY the Area
Commander.

28. Are all petty cash purchases under $50?
X Yes f-l No f-l tt¡R Remarks:

29. ls petty cash used to purchase prohibited items?
f-l Yes X r.¡o l-l N/A Remarks:

30. Did the command circumvent the dollar limitation by

solittinq the purchase? ll Yes X t¡o l-l u¡n Remarks:

S't. ls a petty cash custodian designated by the
commander? lX Yes l-l t'to ll ruln Remarks: 0SS-1 Carrie Smith

CHP 6B0G (Rsv 09'08) OPI O10



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-ÍWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command:

Marioosa
Division:

Central
Chapter:

Four (4)
lnspected by:

Sqt. Lance Berns, #15244
[Jate:
12t15t2008

111"=j::i=1:==:::::::===:::=::::::::=:=:=::::=::_:_=_:::: ::::=::=
INSTRUCTIONS: This documenl shallbe typed. Check appropriate boxes as necessary, or fìll in lhe blanks as indicated. Enter the chapter
number of the inspection in the Chapter lnspection number. Under "Fonvard to:" enter the llext level of command where the document
shall bo routed to and its due daie. This document shaìl be utilized lo document innovative practices, suggestions for statewìde
improvement, identified defìcìencies, correclive action plans, A CHP 51 Memorandum may be used if additional space is required.

TYPE OF INSPECTION

X Division Level X Command Level

fl Executive Office Levet

Total hours expended on the
inspection:

Three (3) hours,

n

X

Correctìve Action Plan lncluded

Attachments lncluded

Follow-up Required:

n Yes X ¡lo

Fonryard to:

Due Date: 03/31/2009

Chapterrlnspect¡on:

lnspector's Comrnents Reoardinq lnnovative Practices:

None.

Command Suggestions for Statewide lmprovement;

Having each Area develop a training program with the Officer Supervisor to educate all sergeants the
proper procedure on the collection of money being received on a daily basis,

lns s Findinqs:

Proper procedures are being followed.

Commander's Response: X Concur or n Do Not Concut (Do Not Concur shalldocument basis for response

lnspector's Comments: Shalladdress non concurrence by commander (e.g., findings revised, findings unchanged,
etc.

None,

ÇllP 6B0A (llev 02.09) OPI o10



STATE OF CALIFORNIA
DÊPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT Lance Berns, #15244

uired Action ' 
:

Corrective Action Plan/Timeline

None

[J Employee would like to discuss this report with
the reviewer.
(See HPM 9.1, Chapter 8 for appeal procedures.)

DATE , /
c, a/1,//tr¿tf

INSPECTOR'S SIGNATURE

/ *+Xf-¿-ffirz-rr:5,'SÇ<-)
-' 

-7AA<¿*1?.¿-'6:.r'2_-=-z
DATE /

o a/l//>oÕq
Ll Reviewer discussed this report with

employee
[|Concur I oo notconcur

REVTEWEFiS STGNATURE

lØ1, &-¿. -à.^-_a +. .9'(r'7-
DATE

/t
cte,y' L//zul

CllPG00A(Rev 02-09) OPI 010



Page 3 of 3
________J

STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HÍGI-{WAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

lnspected by:

Sqt, Lance Berns. #15244

CllP680 (Rev 02.09)OPI010



STATE OF CALIFORNIA
DEPARTMEÑ.T OF CALIFORNIA HICHWAY PAAOL

INSPECTION PROGRAM
Chapter 4
FiscalControls

Page 1 of 3

Command:

Los Banos
Division:

Central
Number:

Evaluated by:

W. B. Nation
Date;

12t15t08
Assisted by:

Jitl Briozo
Date:

12t15108

:==========:======::====:========::::==========:::======:-------
INSTRUCTIONS: Answer individual items wíth "Yes" or "No" answers, or fll in the blanks as indicâted. Any discrepancies with policy,
applicable legal stalues, or deficiencies noted in the inspections shall be comrnented on via the "Remarks" section. Additionally, such
discrepancíes and/or deficiencies shafl be documented on an Excepfions Document and addressed to the next level of command,
Furthermore, the memorandum shall incf ude any follow-up and/or corrective action(s) taken. lf this form is used as a Followup lnspection,
the "Follow-up lnspectíon" box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

I DivisÍon Level X Command Level

n Off¡ce of lnspections ! Voluntary Self-lnspection

Lead Inspector's Signature:

Follow-up Required:Yes X ruo n follow-Up lnspection
Commander's Signature: Date:

12115108

For applicable policies, refer to State Administratjve
Manual (SAM), HPM 1 1 ,1 , Chapter 4, and HPM 1 1 ,2,
Chaoter 2.

1. ls management actively involved in reviewing and
approving paperuvork related to receíving and
þreÞarino collections?

X Yes !No n n¡a Remarks:

2, Does the command have Standard Operating
Procedures (SOP) to provide necessary guidelines
for overall management and accountability of
receivino and oreoarino collections?

X Yes nNo fl N/A Remarks:

3, Does the command have adequate separation of
duties for collections received? X Yes [-l t'lo n N/A Remarks:

4. Does the command have adequate separation of
duties for the cash receipt process? X Yes ll ruo ¡ N/A Remarks:

5. ls access to the safe and/or vault appropriately
restricted? E Yes nruo Xrun Remarkst Area is not

eou¡þped with a safe,
6. Does a record exists which identifies who has access

to the safe and/or vault and when changes in access
occur?

n Yes nNo Xrun Remarks;

7, Was the lock combination changed when an excess
number of employees were aware of the
combination, transferred out of the Area, or no longer
requires access?

n Yes nruo X n¡n Remarks:

8. ls the safe securely anchored to the building?
l-l Yes ñ ¡lo X trllR Rernarks:

9, Are weekly transmíltal reports prepared in
accordance with departmental policv? X Yes [l tlo ENN Remarks:

10. ls the weekly transmittal report(s) submitted to Fiscal
Management Section (FMS) within five working days
followino the week covered bv the report?

X Yes DNo nrun Remarks:

CHP 680G (Rev. 09.06) OPI 010



Page 2 of 3

STATE OF CALIFORNIA
DËPARTMË¡,¡'T OF CALIFORNIA Hf cI-IWAY PATROL

INSPECTION PROGRAM
Chapter 4
Fiscal Controls

1 1. Does the command submit the following forms
wjth the weekly transmittalwhen applicable?
(1) CHP 265, Saie of Díscarded Tires/Junk

Batteries/Used Rotors.
(2) CHP 36, Evidence/Property ReceipUReport

(Unclaimed Property),
(3) STD 634, Absence and AdditionalTime Worked

Report, for jury duty.
(4) CHP 221, Malicious Damage Report.
(5) CHP 464,Traffic Control Cost Estimate -

Advance Deposit.
16) CívilsubÞoena.

X Yes n ¡¡o ! ru¡n Remarks:

12 ls a memorandum for cash shortages prepared if
necessarv? X Yes [l t¡o I l N/A Remarks:

13. Does the command ensure the ínformation written on
the counter receipt is complete and leoibie? X Yes Eruo [-l tr¡¡R Remarks:

14. Was a counter receipt issued for each witness fee
deoosÍt received? X Yes ll t'lo ENn Remerks:

15, Was a counter receipt issued for each movie,
wide-load, and special event detail(s)? l-l Yes f-l trlo X N/A Remarks:

16. Was each counter receipt issued for each sale,
including the sale of discarded tires, junk batteries,
used rotors, and other cash received?

X Yes ü t¡o [ ¡¡¡a Remarks:

17. ls sales tax added to items that are not for resale?
X Yes Ël t'¡o f-'l ru¡a Remarks:

18. Are all counter receipts pre-numbered and issued in
numerical sequence? X Yes l-l tilo N N/A Remarks:

19, Were transfers of counter receipt books/certificates
between field commands reported on a CHP 2664,
Credit Memo - Non- Equipment?

X Yes nruo nrun Remarks:

20. ls the STD 439, Disbursement Voucher, properly
authorized and compfeted to support exoenditure? X Yes l-l t'lo l-l N/A Remarks:

21, Are the CHP 264, Petty Cash Replenishment
Requests, completed at least monthly if over $10.00,
quarterly if under $10.00, and on June 30 of each
fiscal vear?

X Yes nNo ! ru¡a Remarks:

22. ls the CHP 264 properly authorized?
X Yes l-l tlo l--'l ru¡n Remarks:

23, Does the total amount of cash, receipts on hand, and
receipts in transit equal the total of petty cash and
chanoe funds?

X Yes nruo nvn Remarks:

24, ls there documentation to support periodic reviews of
petty cash and change funds performed by the
commander or desiqnated person?

X Yes lNo n n¡n Remarks:

25. Are overages and shortages of the petty cash
funds reported to Fiscal Manaqement Section? X Yes [-l tto ll N/A Remarks:

CHP 680G (Rev. 09.08) OPI 010
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STATE OF CALIFORNIA
DEPARTMËÑÎ OF CALIFORNIA HIGrIWAY PATROL

INSPECTION PROGRAM
Chapter 4
Fiscal Controls

26, Were change funds used to cash checks, money
orders or cashier/travelers checks? ll Yes XNo l-l tllR Remarks:

27. Are change funds over $100 and petty cash funds
over $200 kept in a safe, vault, or money chest
adeouate to safeouard cash?

X Yes ENo !vn Rernarks:

28. Are afl petty cash purchases under $50?
X Yes ll t'to [l tvR Remarks:

29. ls petty cash used to purchase prohibited items?
l-l Yes lX t¡o l tuR Remarks:

30. Did the command circumvent the dollar limitation by
splittinq the purchase? lJ Yes X tlo N N/A Remarks:

31. ls a petty cash custodian designated by the
commander? X Yes l-l trlo l-l N/A Remarks:

CHP 0B0G (Rev.09-08) OPI ofo
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Command: Chowch¡lla
River lnspection
Facility

Dìvision: Centrâl Numbe¡:464

Evaluaied by:P. E. Speers, Sergeanl 9724 Date: 12l18/08

STATEOF CALIFORNIA
DEPARTMENT OF GALIFORNIA HIGI-IWAY PATROL

INSPEGTION PROGRAM
ChaPter4
FiscaìControls

anks as
on via t

and add

) taken. lon'

the 'Follow-up lnspection" box shall be marked and only def¡c¡ent ltems need to be t"-i

TYPE OF INSPECTION

fl Division Level E Command Level

n Omce of lnspections I Voluntary Self-lnspection

Lead lnspectois Signature:

Follow-uP Required:
[lYes X ruo ! follow-Up lnspection

Date:

T
For applicable policies, refer to State Admlnlstratlve

Manual (SAM), HPM 11.1, Ghapter 4, and HPM 11.2'
¡^Þ.anfor 2

X Yes fl No ! N/A Remarks:1. ls management actlvely lnvolved ln revlewlng ano

approving paperwork related to receiving and

^¡ana rinn ¡nllanlinne?

n Yes XNo E N/A Remarks: Guidelines are Per HPM

11.1, HPM 11.2, and SAM
2. Does the command nave stanoaro uperallng

Procedures (SOP) to provide necessary guidelines

for overall management and accountability of
ra¡airrinn end nrpnarinn rnllcetions?

X Yes l-1 t,lo N N/A Remarks:3. Does the command haveadequaE separaÌlon oT

,{r rliae far ¡nllonlinne renpírrad?

X Yes fl ¡to N N/A Remarks:4. Does the command naveadequate seParallon or

duties for the cash receipt process?

5Js acceés to the safe and/or vault appropriately
rectrìr:ted? l-lYes [-l tlo XI N/A Remarks:

n ves nNo X N/A Remañts:6. Does a record exists wnlcn ldenüfles wno nas access

to the safe andior vault and when changes in access

occur?

-2. 

was tr¡e lock combination changed when an excess

number of employees were aware of the

combination, transferred out of the Area, or no longer
ranr riraç annacc?

D Yes nNo x N/A Remarks:

I-l Yes [-l tlo XI N/A Remarks:8. ls the safe securely anchored to the Þullolng'/

X Yes l-l ¡lo l-l t'¡n Remarks:L Are weeXly transmiÌtal repons prepareo rn

accordance with deoartmental oolicv?

@mittal report(s) submitted to Fiscal

Management Section (FMS) withín five working days

following the weeLcovered by the report?
X Yes !No ! N/A Remarks:

CHP ôsoc (REV' @¡8) OPI 0lo
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STATE OF CALIFORNTA

DEPARTMENT OF CALIFORNIA HIGI-WAY PATROL

INSPECTION PROGRAM
ChaPter 4
Fiscal Controls

1 1. Does the command submit the following forms
with the weekly transmittal when applicable?
(1) GHP 265, Sale of Discarded Tires/Junk

Batterles/Used Rotors.
(2) CHP 36, Evidence/Properfy ReceipVReport

(Unclaimed Property).
(3) STD 634, Absence and Additional Time Worked

Report, for jury duty.
(4) CHP 221,Malicious Damage Report.
(5) CHP 464,Traffrc Control Cost Estimate -

Advance Deposit.
(6) Civilsubpoena.

X Yes nNo ! NiA Remarks: (1) Merced Area maintains
fleet and vehicle Parts.
(2) PropertY is sent to Meroed Area
for safe keeping and disPosal when
necessary.
(4) This has not been an issue.
(5) This has not been an issue.

fficash shortages prepared if
necessary? X Yes l-l ¡lo [l ru¡n Remarks:

13. Does the command ensure the information written on

the counter receipt is complete and !eg_þþ?- X Yes |_lruo l-l run Remarks:

G W-as a counter recei¡ issued for each witness fee
deposit received? X Yes l-l t'lo I_lrun Remarks:

tS. Was a counter receipt issued for each movie,
wide-load, and special event detail(s)? ! Yes flNo x N/A Remarks: These are handled at

Division.

-10. 

! /as each counter receipt issued for each sale,
including the sale of discarded tires, junk batteries,
used rotors, and other cash received?

X Yes !No n N/A RemaRs:

17. ls sales tax added to items that are not for resale?
l-lYes X t¡o N N/A Remarks:

18. Are all counter receipts pre-numbered and issued in

numerical sequence? X Yes [l tlo l-l N/A Remarks:

19. Were transfers of counter receipt books/certificates
between field commands reported on a CHP 2664,
Credit Memo - Non- Eouipment?

X Yes nno n ¡ln Remarks:

---Ols the STD 439, Disbursement Voucher, properly
authorized and completed to support expenditure? ñ Yes I-l t¡o IX N/A Remarks:

Z1- Are the CHP 264, Petty Cash Replenishment
Requests, completed at least monthly if over $'10.00,
quarterly if under $10.00, and on June 30 of each
fiscal Year?

! Yes XNo E N¡n Remarks: No use of funds for the
prevlous year.

22. ts the CHP 264 properly authorized?
l-l Yes l-l t'¡o K ruiN Remarks:

23. Does the total amount of cash, receipts on hand, and

receipts in transit equal the total of petty cash and

change funds?
X Yes nNo fl N/A Remerks:

ffio support periodic reviews of

petty cash and change funds performed by the
commander or designated person?

X Yes fl tlo ¡ N/A Remarks:

ZS. nre overages and shortages of the petty cash'
funds reported to Fiscal Management Section? n Yes !ruo Xrun Remarks: A shortage has not

occuned.

CHP 68OG (Rev- 0948) oPl 010
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STATE OF GALIFORNIA
DEPARTMENT OF GALIFORNIA HIGIjWAY PATROL

INSPECTION PROGRAIVI
Chapter4
Fiscal Controls

26. Were change funds used to cash checks, money
orders or cashier/travelers checks? l-lYes [-l ruo X N/A Remarks:

27. Are change funds over $100 and petty cash funds
over $200 kept in a safe, vault, or money chest
adequate to safequard cash?

X Yes [ruo ! ¡rn Remarks: Area uses a lockbox
secured in a locked file cabinet.

28. Are all petty cash purchases under $50?
R Yes l-] ¡¡o N N/A Remarks:

29. ls petty cash used to purchase prohibited items?
ll Yes X t¡o f-l N/A Remarks:

30. D¡d the command circumvent the dollar limitation by
splitting the purchase? ll Yes Xlt*to ñrun Remarks:

31, ls a petty cash custodian designated by the
commander? R Yes ll tto ñ uin Rernarks:

CHP 680G (Rev. 0+0ø) 0P¡ 01o



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 1 of 3

INSTRUCTIoNS: This document shall be typed. check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter

number of the inspection in the Chapler lnspection number. Under "Forward to:" enter tire next level of command where the document

shall be routed to and its due date. This document shall be utilized to document innovative praclices, suggestions for statewide

improvement, identifled defciencies, corrective action plans. A CHP 51 Memorandum may be used if addit¡onal 
"p""e 

it

TYPE OF INSPECTION

! Division Level El Command Level

D Executíve Office Level

Total hours expended on the
inspection: 2

¡

!

Corrective Action Plan lncluded

Attachments lncluded

Follow-up Required:

! Yes X tlo

Forward to: Central
Division

Due Date: 06/16/2009

l¡'

None

None

ded the Fiscal Program at the Chowchilla River lnspection Facility is being

CHP 680A (Rev. 02-00) OPI 01o

Shall address non concurrence by commander (e'g., findings revised, findings unchanged,lnspector's Comments:



STATE OF CALIFORNTA

DEPARTMENT OF GALÍFORNTA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 2 of 3

Command:

Chowchilla
River l.F

Division:

Central

: P.E Speerc,

CHP 6S0A (Rev. 02{9). OPI 0f0



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGFTWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 3 of 3

! Employee would like to discuss this reporl with
the reviewer.
lsee HPM 9.1. Chaoter 8 for appeal procedures.)

COMMANDER'S SIGNATURE

'4¿rt¡vAÐ.AZZtç--.-æ<-.
DAIE

tz/=, /.*
r NSPECTOR'S S IGNA'IJFG

/44s.- tz^ß'eß
Ú Reviewer discussed this report with

employee
ll Concur n Do notconcur

REVIE\A,ER\SSIG¡IRTURE / DATE

CHP 6804 (Rev. 0249) oPl 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM
Chapter 4
Fiscal Controls

Page 'l of 3

Command:

lModesto (465
Division:

Central (401)
Number:

Evaluated by:

CaptainL Duncan,13406
Date;

12 17.08
Assisled by:

OSSl H. Koelmans,46008
Date:

12 17.08

INSTRUCTIONS: Answer individual items wilh "Yes" or "No" answers, or fill in the blànks as indicated. Any discrepancies with policy,

applicable legal statues, or defìciencies noted in the inspections shall be commented on via the "Remarks" section, Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command
Furthermore, the memorandum shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up lnspection,
the "Follow-up lnspeclion" box shall be marked and only deficient items need to be re-insp

IYPE OF INSPECTION

! Division Level

! ofice of lnspections

:or applicable
Vlanual (SAM),

X Command Level

I Voluntary Self-lnspection

Follow-up Required:
IYes Xruo

policies, refer to State Administrative
HPM 11.1, Chapter 4, and HPM 11,2,

lhapter 2.
1, ls management actively involved in reviewing and

approving paperwork related to receiving and
collections?

2. Does the command have Standard Operating
Procedures (SOP) to provide necessary guldelines
for overall management and accountability of
receivinq and preparino collections?

3. Does the command have adequate separation of
duties for collections received?

4. Does the command have adequate separation of
duties for the cash rece ?

5 ls access to the safe and/or vault appropriately
restricted?

Does a record exists which identifies who has access
to the safe and/or vault and when changes in access
occur?

7. Was the lock combination changed when
number of employees were aware of the
combination, transferred out of the Area,

an excess

or no longer

6

uires access?
B. ls the safe securely anchored to the building?

L Are weekly transmittal reports prepared in

accordance with ftmental poli

10. ls the weekly transmittal report(s) submitted to Fiscal
Management Section (FMS)within five working days
followino the week covered bv the report?

lL,t'7,a8

D*---_n follow-Up lnspection

Remarks: The guidelines articulated
in HPM 11,2 are followed.

Remarks: The Modesto Area has a

lockbox, which is secured in a locked

Remarks: The lockbox utilizes a key
and no employees have transfe¡red
who have had access to the lockbox

HP 680G (Rev 09-08) 0Pl 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM
Chapter 4
Fiscal Controls

'11. Does the command submit the following forms
with the weekly transmittalwhen applicab,le?
(1) CHP 265 Sale of Discarded Tires/Junk

Batte ries/Used Rotors.
(2) CHP 36, Evidence/Property ReceipVReport

(Unclaimed Property).
(3) STD 634, Absence and AdditionalTrme Worked

Report, for jury duty,
(4) CHP 221,Malicious Damage Report.
(5) CHP 464,f rafüc ControlCost Estimate -

Advance Deposit.
Civil s

12. ls a memorandum for cash shortages prepared if

13. Does the command ensure the information written on
the counter receipt is and leqible?

14. Was a counter receipt issued for each witness fee
deposit received?

15 Was a counter receìpt issued for each movie,
wide-load, and ial event detaills)?

16. Was each counter receipt issued for each sale,
including the sale of discarded.tires, junk batteries,
used rotors. and other cash received?

'17, ls sales tax added to items that are not for resale?

18. Are all counter receipts pre-numbered and issued in

numencal ence?
19. Were transfers of counter receipt books/ceftificates

between field commands reported on a CHP 2664,
Credit Memo - Non-

20. ls the STD 439, Disbursement Voucher, properly
authorized and to su nditure?

21. Are the CHP 264, Petty Cash Replenishment
Requests, completed at least monthly if over $10.00,
quarterly if under $10.00, and on June 30 of each
fiscal vear?

22. ls the ÇHP 264 properly authorized?

23. Does the total amount of cash, receipts on hand, and
receipts in transit equal the total of petty cash and

e funds?
24. ls there documentation to support periodic reviews of

petty cash and change funds performed by the
commander or designated person?

25 Are overages and shortages of the petty cash
funds reoorted to Fiscal

INo n rulnX Yes

Remarks: Has nol occurred.

Remarks: Completed bimonthlY.

Remarks: Has nol occurred.

HP 6B0G (Rov 09-08) OPI 010
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SÏATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-ÍWAY PATROL

INSPECTION PROGRAM
Chapter 4
Fiscal Controls

26. Were change funds used to cash checks, money
orders or cashier/travelers checks? l-l Yes X t'lo l-l N/A Renrarl<s

27 . Are change funds over $1 00 and petty cash funds
over $200 kept in a safe, vault, or money chest
adequate to safequard cash?

X Yes trNo nrun Remaiks

28. Are all petty cash purchases under $50?
X Yes [-l tlo l-l N/A Remarks:

29. ls petty cash used to purchase prohibited items?
[-l Yes X ¡to ¡ N/A Remarks:

30. D¡d the command circumvent the dollar limitation by
splittinq the purchase? l-l Yes X tlo f-l N/A Remarks:

31. ls a petty cash custodian designated by the
commander? X Yes nruo |_l ru¡n Remarks:

HP 680G (Rov 09-00) OP¡ 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM
Chapter 4
Fiscal Controls

Page 1 of 3

Command:

Pofterville
Division:

Central
Number:

481
Evaluated by:

Sqt. D, Giefer
Date:

11-04-2008
Assisted by:

OSSI L. Shiers
Date:

11-04-2008

-::=-:::::::::::::=: =:::=::==::::::::-------
INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fìll in the blanks as indicaled. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such
discrepancies and/or deficiencies shall be docurnented on an Exceptions Document and addressed to the next level of command.
Furthermore, the memorandum shall include any follow-up and/or corrective action(s) taken, lf this form is used as a Follow-up lnspection,
the "Follow-up lnspection" box shall be marked and only deficient items need to be re-inspected

rYPr ot rNsf)Ecl toN

I Division Level X Command Level

n Of¡ce of lnspections n Voluntary Self-lnspection

Lead lnspector's S¡gnature:

ò',Q- nrLJ.\ à *\)--
Follow-up Required.:

X ves fl ruo ! Follow-Up lnspection

Commander's Sig nature:

''' 
-\ .'^ l/

Ç |2.",jí'rr,çú,-j\i7tt,.{;;t,,

Date:

t/
172,¡¿l7n:K

For applicable policies, refer to State Administrative
Manual (SAM), HPM 11,1, Chapter 4, and HPM 11,2,
Chapter 2.

,\ìì

1. f s management actively involved in reviewing and
approving papemork related to receiving and
preparinq collections?

X Yes fruo I N/A Remarks:

2 Does the command have Standard Operating
Procedures (SOP) to provide necessary guidelines
for overall management and accountability of
receivinq and preparinq collections?

X Yes nNo fl NiA Remarks:

3. Does the command have adequate separation of
duties for collections received? X Yes l-l trto l-l tt¡R Remarks:

4. Does the command have adequate separation of
duties for the cash receipt orocess? X Yes l-l trlo l-l N/A Remarks:

5 ls access to the safe and/or vault appropriately
restricted? fl Yes l-l trlo X N/A Remarks: Refer to Exceptions

6 Does a record exists which identifies who has access
to the safe and/or vault and when changes in access
occur?

n Yes ENo X ruln Remarks: Refer to Exceptions

7 Was the lock combination changed when an excess
number of employees were aware of the
combination, transferred out of the Area, or no longer
requires access?

n Yes nruo X ruln Remarks: Refer to Exceptions

8. ls the safe securely anchored to the building?
l-l Yes l-l trto X NIN Remarks: Refer to Exceptions

9 Are weekly transmittal reports prepared in
accordance with departmental polrcv? I ves fl tlo fl N/A Remarks:

10. Is the weekly transmittal report(s) submitted to Fiscal
Management Section (FMS)within five working days
followinq the week covered bv the repoft?

X Yes nNo n N¡n Remarks:

CIll) 6¡l0G (tìev 09-08) OPI 0'lO
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM
Chapter 4
Fiscal Controls

1 '1. Does the command submit the following forms
with the weekly transmittal when applicable?
(1) CHP 265, Sale of Discarded Tires/Junk

Batteries/Used Rotors.
(2) CHP 36 Evidence/Property ReceipUReport

(Unclaimed Property).
(3) STD 634, Absence and Additional Time Worked

Report, for jury duty,
(4) CHP 221,Malicious Damage Report.
(5) CHP 464, Traffic Control Cost Estimate -

Advance Deposit.
(6) Civil subpoena.

X Yes n ¡lo n nln Remarks:

12. ls a memorandum for cash shortages prepared if
necessarv? X Yes l-'l t'lo il vn Remarks:

'13. Does the command ensure the information written on
the counter receipt is complete and legible? X Yes l-l trlo l-l N/A Remarks:

14. Was a counter receipt issued for each witness fee
deposit received? X Yes l-l tlo l_l ¡un Remarks:

15. Was a counter receipt issued for each movie,
wide-load, and special event detail(s)? X Yes l-l l.lo l-l N/A Remarks:

16. Was each counter receipt issued for each sale,
including the sale of discarded tires, junk batteries,
used rotors, and other cash received?

ffi ves I trlo I n¡n Remarks:

17 ls sales tax added to items that are not for resale?
X Yes nruo l-l t¡ln Remarks:

18 Are all counter receipts pre-numbered and issued in

numerical seouence? X Yes l-l ruo l--l N/A Remarks:

19 Were transfers of counter receipt books/certificates
between field commands reported on a CHP 2664,
Credit Memo - Non- Eouioment?

I Yes nruo I ¡¡ln Remarks:

20 ls the STD 439 Disbursement Voucher, properly
authorized and completed to support exoenditure? X Yes l-l li¡o n ru¡n Remarks: Refer to Exceptions

21 Are the CHP 264, Petty Cash Replenishment
Requests, completed at least monthly if over $10.00,
quarterly if under $10.00, and on June 30 of each
fiscal year?

! Yes X ttlo n nln Remarks: Refer to Exceptions

Zf . ls the CHP zaq propeily authorized?
X Yes l-l trlo l-l vn Remarks:

23. Does the total amount of cash, receipts on hand, and
receipts in transit equal the total of petty cash and
chanoe funds?

X Yes nruo Ivn Remarks:

24. ls there documentation to support periodic reviews of
petty cash and change funds performed by the
commander or desiqnated person?

X Yes nruo I ruln Remarks:

25 Are overages and shortages of the petty cash
funds reported to Fisq@ X Yes E l.to [l ruIn Remarks:

CHI) 6B0G (Rov 09-08) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM
Chapter 4
Fiscal Controls

26. Were change funds used to cash checks, money
orders or cashier/travelers checks? l-l Yes lXNo l-.1 Nle Remarks:

27. Are change funds over $100 and petty cash funds
over $200 kept in a safe, vault, or money chest
adequate to safeguard cash?

[] Yes n ¡lo I ruln Remarks:

28. Are all petty cash purchases under $50?
X Yes l-l tlo E ruln Remarks:

29 ls petty cash used to purchase prohibited items?
l-l Yes X ¡lo l-l vn Remarks:

30. Did the command circumvent the dollar limitation by
splittinq the purchase? l-l Yes lX tlo N N/A Remarks:

31. ls a petty cash custodian designated by the
commander? X Yes l-l wo N N/A Remarks: Refer to Exceptions

Cl lP 6BoG (Rev 09-00) OPI 010



INSPECl'TON I'ROGRAM
Chaptcr 4

Fiscal Constraints
Exccptions

1'he Chapter 4 Inspection was completed by Sergearrt D. Giefel with the assistance of
Oflice Services Supelvisor I (OSSf) L. Shiers. Exceptions of the following iterns were
notecl during the inspectior-r:

5,6,7, and 8, are not applicable as Porterville Area culrently does not have a safe

ancl/or vauh,

20. Pol'terville Al'ea has not had a need to cornplete a STD 439, Disbursemenl
I/oucher, within tlie past lìve years.

21, OSSI Shiers was not aware that the CHP 265, Petry Çq5þ Replenishmenl
Requests', were required to be completed monthly if over $10,00,

3l. OSSI Shìers has been designated as the petty cash clrstodian by the comtrander.

CORRECTIVE ACTION

OSSI Shiers will compiete a CHP 265, PeÍt¡t Cash Replenishtnenl Requests, rlonthly if
requests exceed $ I 0.00.



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGFIWAY PATROL

INSPECTION PROGRAM
Chapter 4
Fiscal Controls

Page 1of 3

Command:

Coalinoa Area
Division:

Central
N umber:

495
Evaluated by:

R. Brunell, Sergeant, lD 14612
Date:

12t13108
Assisted by: Date:

:::=::==:::::::::::::===::--==:===:=:::=::::::::=====:::=:=:=:====:==:::=:::==:::=
INSTRUCTIONS: Answer individual items with "yes" or "No" answers; or fill in the blanks as indicated. 

. 
Any discrepa.:i9: *llll p?li:y

applicabte tegat statues, or deficiencies noted in the inspections shall be commented on via the "ttemarks"*l',11,^ 
110^Illlt^;*u"n

áisciepancieõ and/or deficiencies shal be oocumànted on an Exceptions Document and addressed.l" ll,e l:1-l1t^"1"J:,",IiT*vrÞ9¡ 9Pqr rvrwe

Furthermore, the memorandum shall include any follow-up and/or iorrective action(s) taken. lf this form is used as a Follow-up lnspection,

the "F box shall be marked and onlv deficient items need to be re-inspected

TYPE OF INSPECTION

! Division Level X command Level

! Otice of lnspections ! Voluntary Self-lnspection

Lead lnspector's Signature:

Follow-up Required:

f, ves f ¡lo ! Follow-Up lnspection

Date:

,r/rÁ,r
For applicable policies, refer to State Administrative
Manual (SAM), HPM 11,1, Chapter4, and HPM11,2,
Chaoter 2.

1. ls management actively involved in reviewing and

approving paperwork related to receiving and' oreoarinocollections?
X Yes ! tto ! N/A Remarks:

2. Does the command have Standard Operating
Procedures (SOP) to provide necessary guidelines
for overall management and accountability of
receivino ahd preparinq collections?

n Yes Xl tlo ! N/A Remarks:

3. Does the command have adequate separation of
duties for collections received? X Yes l-.l No l-l Mn Remarks:

4, Does the command have adequate separation of
duties for the cash receipt process? X Yes Fl 1l¡o ¡ N/A Remarks:

5. ls access to the safe and/or vault appropriately
restricted? lX Yes [l t¡o i-l ru¡n Remarks:

6. Does a record exist which identifies who has access
to the safe and/or vault and when changes in access
occur?

! Yes XNo ! rutn Remarks:

7, Was the lock combination changed when an excess
number of employees were aware of the
combination, transferred out of the Area, or no longer
reouires access?

! Yes !No Xvn Remarks:

& ls the safe securely anchored to the building?
l Yes l-l tlo X N/A Remarks:

9. Are weekly transmittal reports prepared in

accordance with departmental policy? X Yes !No E N/A Remarks: With a few rare
exceotions,

'10, ls the weekly transmittalreport(s) submitted to Fiscal
Management Section (FMS)within five working days
followino the week covered by the report?

X Yes D tto ! n¡n 'Remarks: One excePtion wasfound,
dated 11/17106,

CHP 680G (Rsv. 09{B) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM
Chapter 4
Fiscal Controls

1 1. Does the command submit the following forms
with the weekly transmittalwhen applicable?
(1) CHP 265, Sale of Discarded Tires/Junk' Batteries/UsedRotors.
(2) CHP 36, Evidence/Property ReceipUReport

(Unclaimed Property).
(3) STD 634, Absence and AdditionalTime Worked

Report, for jury duty.
(4) CHP 221, Malicious Damage Report.
(5) CHP 464,Traffic Control Cost Estimate -

Advance Deposit.
(6) Civílsubpoena.

X Yes ! t'¡o I ¡yn Remarks: These forms are submltted
to headquarters, howeve¡, copies are
not always attached in the Area's
files.

12. ls a memorandum for cash shortages prepared if
necessary? l-l Yes [-l tlo X ruIN Remarks:

'13. Does the command ensure the information written on
the counter receipt is complete and legible? lX Yes [l t'lo [-l N/A Remarks:

'14. Was a counter receipt issued for each witness fee
deoosit received? X Yes ll tto N N/A Remarks:

15. Was a counter receipt issued for each movie,
wide-load, and special event detail(s)? [l Yes [-l lrlo X ¡vn Remarks:

16, Was a counter receipt issued for each sale,
including the sale of discarded tires, junk batteries,
used rotors, and other cash received?

X Yes !No I ¡lln Remarks:

'17. ls 
'sales 

tax added to items that are not for resale?
XlYes l-l t¡o l-l lltn Remarks:

18, Are allcounter receipts pre-numbered and issued in

numerical seouence? l-l Yes X l.lo [l ¡i¡n Remarks:

19. Were transfers of counter receipt books/certificates
between field commands reported on a CHP 2664,
Credit Memo - Non- Equioment?

n Yes INo Xvn Remarks:

20. ls the STD 439, Disbursement Voucher, properly
authorized and completed to support expenditure? X Yes il No E ru¡n Remarks:

21. Are the CHP 264,Petty Cash Replenishment
Requests, completed at least monthly if over $'10,00,
quarterly if under $10.00, and on June 30 of each
fiscal vear?

n Yes XNo ! ru¡n Remarks: The CHP 264's were
usually completed on a quarterly
basis.

22. ls the CHP 264 properly authorized?
X Yes [-l t'lo N N/A Remarks:

23. Does the total amount of cash, receipts on hand, and
receipts in transit equal the total of petty cash and
change funds?

X Yes nNo ! ¡r¡n Remarks:

24, ls there documentation to support periodic reviews of
petty cash and change funds performed by the
commander or desiqnated person?

n Yes XNo !run Remarks: Not on a quarterly basis.

25, Are overages and shortages of the petty cash
funds reported to Fiscal Manaqement Section? Xl Yes l--ì lrlo [lvn Remarks:

CHP 680G (Rev. 09-08) OPI 010
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26.'Were change funds used to cash checks, money
orders or cashier/travelers checks? l-l Yes Xl t,lo N N/A Remarks:

27. Are change funds over $100 and petty cash funds
over $200 kept in a safe, vault, or money chest
adequate to safequard cash?

!.Yes ENo XruN Remarks:

28. Are all petty cash purchases under $50?
X Yes l-l t'lo l--l ru¡n Remarks:

29. ls petty cash used to purchase prohiþited items?
f-l Yes XNo ll ru¡n Remarks:

30. Did the command circumvent the dollar limitation by
solittino the purchase? [-l Yes lX ruo N N/A Remarks:

31. ls a petty cash custodian designated by the
commander? lX Yes l-l No E t¡lR Remarks:
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additional

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fìll in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter lnspection number- Under "Forward to;" enter the next level of command where the document

shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide

improvement, identifìed defìciencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

R, Brunell, Sergeant, lD 14612

TYPE OF INSPECTION

! Division Level X Command Level

fl Executive Office Level

X Corrective Action Plan lncluded

! Appeal lncluded

n Attachments lncluded

Follow-up Required:

X ves ! tlo

Fonvard to:

Due Date:

Commander's Signature: Date:

lnsoector's Comments Reqardinq lnnovative Practices;

None ldentified.

ln ctor's Findi

Coalinga Area's Collections and Petty Cash files were reviewed and the following items and/or
d iscrepancies were noted:

. The Area's standard operating procedures (SOP) assigns respons¡bility for sales of traffic
collisions to the Office Assistant, Othen¡vise, the SOP lacks comprehensive guidelines for
the overall management and accountability of receiv¡ng and processing collections.
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R, Brunelf , Sergeant,lD 14612

. With respeci to the separation of duties for collections, the command has only two clerical
personnel. The Office Assistant is primarily responsible for receiving collections and the
Office Supervisor is primarily responsible for auditing the collection fund and preparing the

weekly transmittal. Since there are only two personnel involved in the collection process

they are also each other's back-up, As a result, there are times when collections are
received, audited, and transmitted by the same person. This is deemed appropriate under
the circumstances, and the records are consistently reviewed and approved by

management.

o No record was locaJed which identifies whom has access to the Area's cash funds and

when changes in access occur.

. Weekly transmittal reports contain occasional errors and/or omissions such as no

preparer's signature or incorrect dates.

. The command submits supporting documents with transmittals as identified in question

#1'1, however, they are not always attached to the copy filed at Area, These supporting

. documents should be kept locally.

. There are approximately ten instances over the past four years'when counter receipt
numbers appearto be skipped orissued out of sequence. Only one such instance was
identified in 2008.

. The CHP 264, Petty Cash Replenishment Requests, have not been completed on a
monthly basis. Almost all CHP 264's contain between two and four months of activity, and

nearly every month exceeds $10.00.

o With regard to documentation to support periodic reviews of the Petty Cash fund, there is
no record of quafterly audits for the preceding three years. Annual fund confirmation
memorandums are fíled with the CHP 264's.

Concur with lnspector's findings.

None.
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Coalinqa Area
lnspected by:

R. Brunell, Sergeant, lD 14612

The inspector's findings will be formally presented to all involved personnel in order to ensure
compliance with Depaftment policy governing the collection fund and the petty cash fund. The aim of
the presentation will be to identify deficiencies, impart knowledge, and prevent errors. This presentation
is tentatively scheduled for January 13,2009.

OSS I Jennifer Coudney, lD A14684, will continue to be responsible for preparing weekly transmittals.
Ms. Courtney willalso continue to serve as petty cash custodian. Ms. Courtney will be responsible for
the thorough, accurate, and timely preparation of CHP 230's and CHP 264's.

Specific corrective actions are planned as follows;

. A standard operating procedure revision will be written to provide additional direction regarding
management and accountability of receiving and processing collectionq. This will be completed
by March 31,2009,

' . A record will be created to identify all personnel with access to cash funds. The record will be
continually updated as changes occur, This will be implemented by December 31, 2009.

. Effective immediately, all supporting documents outlined in question #11, such as CHP 36's and
civil subpoenas, will be attached to Area copies of CHP 230's,

. Area has already implemented monthly completion of the CHP 264.

. The commander or his designee will conduct quarterly audits of the petty cash fund. These
audits will be documented on a local spreadsheet to include the date, result, and auditor. This
will be implemented in the 1't quarter of 2009.
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R, Brunell, Sergeant, lD 14612 12113108

Lead lnsggctor's Signature:

Þ<o-84*(/
Date:

tz /2, /oz
Responding Commander's Signature (fot appeal): Date:
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